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Introduction

Grants.gov has been designed to make it easier for organizations to find and apply
for more than $400 billion in Federal grants. With electronic access to more than
1,000 grant programs offered by all Federal grant-making agencies, Grants.gov
leverages the power of the Web to streamline your grant acquisition process.

This user guide has been developed to help you navigate the Grants.gov
environment more easily. In it, you'll find an overview of every step of the process —
whether you’re an applicant or grant-making agency.

From getting started and registration to viewing and tracking completed applications,
this user guide offers clarification where and when you need it.
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For Agencies: Find Information about Grants.gov

Grants.gov provides information for Federal grant-making agencies in the For
Agencies section of the web site. To access specific information about Grants.gov,
simply click For Agencies in the left side navigation on any Grants.gov page. This
will take you to the Agencies page.

‘@ Grants.gov - Provided by Monster Worldwide u[ﬂ]ﬂ
Ble Edt View Favorkes Took Help 0
Qe - (0 [H] B (0 Oseach Sipraotes €4 Sl H - orf A9
Address 4] httpij67,154,222,91 agencies/agencies.jsp v B ks ?

~
-
= GRANTS.GOV™ Contact Us  SiteMap  Help  Home

Home »
APPLICANTS N
sign up for
ABOUT GRANTS.GOY FOR AGENCIES our newsletter
FOR AGENCIES
i For E-Authentication Testing
Post Opportunities Login Here

Publish Applications
Community Outreach Federal grant-making agencies can access specific information about Grants.gov on these pages.

Auencyl=ln If you are responsible for posting grant opportunities for your organization, this is where you begin.

Technical Development Library

RESOURCES If you are seeking information on grant opportunities or looking for a grant application package, please return to our
Applicants page.

HELP

CONTACT US Far Federal grant-making agencies, these pages contain links and information to allow you to:

SITE MAP Post grant_ opportunities

Publish and retrieve grant applications
Educate co-workers and potential Grants.gov constituents about Grants.gav

Find useful help to make Grants.gow easier for vou and your agency to use

Access a useful technical library of the tools you need to use Grants.gow

;
For a guick overview of the benefits of Grants.gov for the Grant Community, click her&-‘

Gt ‘ *E'GOV va:.BE.TngX,}: ’fﬁﬂ.gov :

smining Inititive

& B Internet

Once on the For Agencies page, you may post grant opportunities, publish and
retrieve grant applications, inform coworkers and constituents about Grants.gov, and
receive help to make using Grants.gov easier.

To post grant opportunities, simply click on For Agencies in the left side navigation
on any Grants.gov page. Then, select Post Opportunities from the submenu. The
Post Opportunities page will appear.

If you prefer, you may select the Post Grant Opportunities link from the bottom of
the For Agencies page.
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‘@ Grants.gov - Provided by Monster Worldwide

File Edit View

Favoribes  Tocks

o 1 A ?) s " =
Qe - (0 [H] B (0 Oseach Sipraotes €4

-z E-JerE 89

u@g

Address @ hittp:j67,154,222,91 /agencies/post_opportunities. jsp

EOE

Links >

[Se=

APPLICANTS

—
= GRANTS.GOV"

ABOUT GRANTS.GOV

FOR AGENCIES

»Post Opportunities
Publish Applications
Community Outreach
Agency Help

Technical Development Library

ContactUs  SiteMap  Help

Home » For Agencies »
POST OPPORTUNITIES

To post grant opportunities through Grants.goy, you'll first need to set up your agency within the system if it hasn't already
been done. If you are already set up within Grants.gov, click here to login.

If you have guestions regarding your agency’s participation with Grants.gov, please contact your Agency Point of

Contact, The Agency Point of Contact serves as the overall point of contact for Grants.gov and the strategic decision-
maker for an agency. They are also responsible for initial establishment of the agency on Grants.gov and the integration of

Home

sign up for
our newsletter

submit »

~

RESOURCES Grants.gov within an agency.
HELP If you would like to talk to a Grants.gov representative, please reference the Grants.gov Prograrm Advisor document, These
CONTACT US program advisors have been assigned to specific federal agencies and are available to help your agency with any guestions L

you may have regarding the website, 1
SITE MAP

Remember, to post grant apportunities on Grants.gaw, you will need ta enter your username and password and then click an

the "Lagin” button to access the site. If you don't hawe a username and password, but would like to sign up to use

Grants.gov, click on the “Sign Up Now” button. You will need to know your agency’s enrollment code in order to complete

the registration process. If you do not know this information, contact your Agency's Point of Contact.

Click here to login

SIGN UP NOW

Warning Motice

This is a U.S. Government computer system, which may be accessed and used only for authorized Government business by

autharized personnel. Unauthorized access or use of this computer system may subject violators to criminal, civil and/or

administrative action.

Al information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to authorized

personnel for official purposes, including criminal investigations. Such information includes sensitive date encrypted to comply

with confidentiality and privacy requirements, Access or use of this computer system by any person, whether authorized or

unauthorized, constitutes consent to these terms,

[ToP OF PaGE]

* = ~CD
7 © w
ji E-Gov EIRSTGOVo: (Benefits gov
B
&] Done: B Internet

To publish and retrieve grant applications, simply click on For Agencies in the left
side navigation on any Grants.gov page. Then, select Publish Applications from the
submenu. The Publish Applications page will appear.

If you prefer, you may select the Publish and Retrieve Grant Applications link from
the bottom of the For Agencies page.
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‘@ Grants.gov - Provided by Monster Worldwide u[ﬂ]ﬂ
Ble Edt View Favorkes Tods Help ar
Qe - () ¥ B @0 Pseach Sormones € (-5 @ - Je-EH 59
Address @htth/‘ﬁ?154.222.9lfagent\es/puhl\sh_ﬂpph[ahnns‘]sp [v] Go  Links >

~
-
W GRANTS.GOV® ContactUs  SiteMap  Help  Home

Home » For Agencies o
APPLICANTS .
sign up for

ABOUT GRANTS.GOV PUBLISH APPLICATION our newsletter

FOR AGENCIES

To publish grant applications through Grants.gov, you'l first need to set up your agency within the Grants.gov system if it

Post Opportunities hasn't already been done. If you are already set up within Grants.gow, click here to login. contben
Publish Applications
Community Outreach The Grants.gov Technical Library, provides information and support to help you publish and retrieve grant applications.
Agenc-y L=l ) Remember, to post grant opportunities on Grants.gov, you will need to enter your username and password and then click on
Technical Development Library the “"Lagin” button below to access the site. If you don't have a username and password, but would like to sign up to use
RESOURCES Grants gov, click on the “Sign Up Now" button, You will need to know your agency's enroliment code in order to register.
A ELP Your i Agency Point of Contact will have this infarmation.
CONTACT US =

SIGH UP NOW
SITE MAP

‘Warning Motice

This is a U.S. Gowernment computer systerm, which may be accessed and used only for authorized Government business by

authorized personnel, Unauthorized access or use of this computer system may subject violators to criminal, civil and/or

adrinistrative action.

&ll information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to autharized

personnel for official purposes, including criminal investigations. Such information includes sencitive data encrypted to comply

with confidentiality and privacy requirements. Access or use of this computer system by any persan, whether authorized or

unauthorized, constitutes consent to these terms.,

[ToP oF pasE]

* 4 an
; = . -
E-GOV EIBSTC Oy (Benefits, gov
)
& B Internet

For information about Grants.gov outreach, simply click on For Agencies in the
left side navigation on any Grants.gov page. Then, select Community Outreach
from the submenu. The Community Outreach page will appear.

If you prefer, you may select the Educate Co-Workers link from the bottom of the
For Agencies page.
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‘@ Grants.gov - Provided by Monster Worldwide

File Edit View

Qe - (0 [H] B (0 Oseach Sipraotes €4

Favoribes  Teols  Help

u@l’g
S wm-Jorid 8 Y

Address @ http:j67,154,222,91 fagencies/community_outrsach. jsp

Links >

EOE

APPLICANTS

—
= GRANTS.GOV*

ABOUT GRANTS.GOV

FOR AGENCIES

Post Opportunities
Publish Applications

» Community Outreach

Agency Help
Technical Development Library
RESOURCES

HELP

CONTACT US

SITE MAP

~

ContactUs  SiteMap  Help  Home

Home » For Agencies »

sign up for
our newsletter

COMMUNITY QUTREACH

There are several tools and documents available to help explain and promote Grants.gov within your agency and among your

colleagues and constituents. Please feel free to use these materials as you see fit for this purpose, submit »

For

Review Key Benefits for the Grant Communit

Customize a Grants.gov Apply Instructions Template for your Communit @

Success Stories

Fa
User Testimonials 14

Tools to Reach Out to Your Community

404 Grants.gow Fact Sheet [
& Grants.gov Fact Sheet created by the US Department of Health and Human Services Administration on aging {404) to
encourage applicants to register for Grants.gov and enjoy the benefits,

404 Grants.gov Registration Overview
& PowerPoint presentation customized by the US Department of Health and Human Services 404 and used during an Inter-
agency sponsored teleconference to over 450 national agency representatives and grant community participants on getting
started with Grants.gow

=
ED Grants.gov Submission Procedures

Includes important submission procedures to ensure applications are received in a timely manner, and accepted by US
Departrment of Education (ED).

For

HUD Example Brochure L
An example brochure created by US Department of Housing and Urban Development (HUD) that can be customized for your
agency.

MNEH xample Webpage
An example webpage by National Endowment for the Humanities {NEH) that can provide ideas for developing a Grants.gov [v]

&] Done:

& Internet

To get help to use Grants.gov, simply click on For Agencies in the left side
navigation on any Grants.gov page. Then, select Agency Help from the submenu.
The Agency Help page will appear.

If you prefer, you may select the Find Useful Help link from the bottom of the For
Agencies page.
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‘@ Grants.gov - Provided by Monster Worldwide E]
Ble Edt iew Favorkes Tooks Help -
Qe - () ¥ B 0 Pseacn Sprmones € (-5 @ - Jo-EH 59
Address @htth/‘ﬁ?154.222.Blfagenmas/agenty_help‘]sp [v] Go Links ?

~
-
W GRANTS.GOV® ContactUs  SiteMap  Help  Home

Home » For Agencies »
APPLICANTS .
sign up for

ABOUT GRANTS.GOV AGENCY HELP our newsletter
FOR AGENCIES

i Grants.gov offers many resources to assist you and your agency in using Grants.gov. If you can't find what you need on any
Post Opportunities of the helpful links below, please feel free to Contact Us,
Publish Applications

Community Outreach
Grants.gov Agency Program Advisors

»
Agency Help A contact at Grants.gov specific to your agency that assists you in effective use of Grants.gov

submit »

Technical Development Library

RESOURCES

Agency Points of Contact
HELP .

Colleagues in your agency wha act as your agency’s liaison with Grants.goy
CONTACT US

Freguently &sked Questions
BLIEINAL The most freguently asked guestions about Grants.gov

User Guide

A& document that takes you through the entire process on Grants.gov

Glossary

& reference of definitions and terms used throughout the site

Technical Library

Repository of important documents and technical infarmation about Grants.gov

[ToP oF PasE]

* 2 P GOV ]
Jo i ™
Zi E-GOV wFIRSTGO sor (Benefits gov
G Scanlining Ioiicive
)
€] htep://67.154.222,91 {agenciesfagency _help.isp & Internet

To post either a synopsis and/or a grant application, you must first create a grant
opportunity.

The first step you must accomplish is logging into the system. You will need to have
an agency profile set-up and be authorized by your main agency point of contact in
order to be able to create grant opportunities. Please refer to the sections on
registering and logging-in to find out more information.

After you have logged into Grants.gov, you will see a listing of the different roles that
have been authorized to you, including Manage Opportunities.
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a Grants.gov - Grantors - Microsoft Internet Explorer = |i|

Qe - © - ] [2] (0| Dswen Yorames @ 202 B | &
Address I@ https:ffatapply.grants.goviagencyloginServlet / j G
File Edit View Favorites Tools  Help /

|westcieliok €L | FI 3% KC /

/)

-_ -
= GRANTS.

For Applicants About Grants.gov Resources For Agencies

= Zontact Us  SiteMap Help Home

Welcome,
katie root
of GrantsGovAdmin

Manage Agency User
Profile

Set Agency Level
Create Agency

Waelcome to the "For Agencies” section of Grants.gov!

The functionality available to you is listed on the left side of the screen and is based on the role(s) defined for vou by
your Grants.gov Role Manager.

First time users are encouraged to learn about the process by clicking here,

For assistance, click the Help button in the upper right hand corner of the screen.

Manage Opportunities

Assign Agency Tracking
Humber

Manage Application
Package Templates

Manaige Agency Users

View All Submitted
Applications

Applicant Audit Report
Wil |

You will be able to create a new opportunity, modify or delete an existing opportunity within the
Manage Opportunities section. When creating a new opportunity, you will establish the groundwork
information that will be used for the creation of your grant opportunity synopses and grant application
packages.
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Creating New Grant Opportunities

To post either a synopsis and/or a grant application, you must first create a grant
opportunity.

After you have logged into Grants.gov and selecting Manage Opportunities from the
left-hand side, you will be given a listing of all opportunities currently posted for your
agency. If you are creating a new opportunity, select the Create Opportunity button.

3 Grants.go¥ - Grantors - Microsoft Internet Explorer / = |5|
X A Y AL 3 oy /3
Q Back - =3 I Ij IELI ul ‘ s Seatch .. Favorites 6“ T g A i 3 .;‘ | 0

Address I@j https:fatapply, arants.goviagencyLogingervist j El Go

File Edit View Favorites Tools  Help

JWastClteLlnk CL ‘ FI 3 EKC

r
.
= GRANTS.GOWV*

For Applicants About Grants.gov Resources For Agencies
Contact Us  SiteMap Help Home

-
welcome, Horne = For Agencies = Manag,
katie root

of GrantsGovAdmin

Manaie Agency User

pportunities

Profile Create Opportunity | Madlify Oppartunity | Delete Opportunity |
Set Agency Level | |oppertunity Num. Oppertunity Title CFDA Numbers lcontents |
. Synopsis

Lreate Agency s

Create Agen n 0001 Jim's grant 11.300 0 Fackage(s)

Modify Avency X i
200B6-ABC-123-XYZ Grantor fraining test package 0 EWE”S'S

Published Opportunities ackage(s)

. Synopsis
Applicant Report n 2545454 Boat 20.502 0 Package(s)
Oruanization Report ABCD1 234AARON Training11706aaran Syl

0Packageis) —
Set Closing Date Limits :
u ABCD 234ANISA training1170BAnisa Synopsis
Manage Opportunities 0 Packageds)
Assign Agency Tracking ABCD1234CARLA training 1-17-06carla Synopsis
Assiyn Agency Iracking 0 Package(s)
Humber Synopsis
Manage Application u ABCD1234CHRIS training1/1 7/06chris 0 Package(s)
Package Templates ABCD1234DARREN Training 1.17 06Daren SyiEl
0 Packageds)
Manaye Agency Users 5 -
f yMopsis
View All Submitted n ABCD1234J05H Training 1-17-06 Josh 0 Package(s)
Applications i
n ABCD1234KRIST] Training 07/ 7i06 Kristi . EWEFS'S
Applicant Audit Report = EERGIES)
fl _.|_In ABCD 234FAT Training 1-17-06 Pat o EZ:ES?:;:\ =l
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The screen will provide the basic properties that you will need to enter for the new Grant Opportunity.
These elements include the following:

Opportunity Number*: The Opportunity Number is a number that you choose to identify your grant
opportunity within the Grants.gov system. You must enter a number into this section — the system will
not self-generate a number for you.

Opportunity Title*: This is the title of your grant opportunity.

Opportunity Category*: You need to select a category for this particular opportunity. The choices are
Discretionary, Continuation, Mandatory or Earmark. If the opportunity falls in between one or more of
these choices, please select the option that is closest to the description of the opportunity.

CFDA Number: You can enter numerous CFDA Numbers if your opportunity falls under different
CFDA programs. This is an optional field. Also, if it is a new program number, you may need to wait for
24 hours after you have entered in this information at the CFDA Catalog before you will be able to post
this new CFDA program.

* All mandatory fields will be signified by an asterisk.

After you have entered this information, you must add either a synopsis or application package in
order to have the grant opportunity properties saved.

3 Grants.go¥ - Grantors - Microsoft Internet Explorer - ﬂlﬂ

y A O) S ﬁ 3 3
Gﬁack = B Ij IELI (gl ‘ 7/ Search ) Favarites -‘tt =B .4“ o,
Address I@j https:fatapply, arants.goviagencyLogingervist j Go
File Edit View Favorites Tools  Help

JWastClteLlnk CL ‘ FI 3 EKC

’ For Applicants About Grants.gov Resources For Agencies

._h_-—h.—'-- GRANTS.GOWV* Zontact Us  SiteMap Help Home

|»

welcome, Home = For Agencies = Manage Opportunities > Grant Opportunity Properties
katie root
of GrantsGovAdmin

T GRANT OPPORTUNITY PROPERTIES
anage Agency User

Profile

Set Agency Level Opportunity Number:* I

Create Agency Opportunity Title:* I
Modify Agency Opportunity Category:* | Select the Category of this Opportunity = |
Published Opportunities CFDA Numbers: |
Applicant Report Synopsis:  Add
Organization Report —
Application Packages: Add

Set Closing Date Limits
Manage Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Applicant Audit Report
—— -
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Modifying Grant Opportunities

After creating a grant opportunity, it will be listed as one of the available opportunities
that you can modify and delete within your agency’s Manage Opportunities listing.

To modify a grant opportunity, select the opportunity you wish to modify by clicking
on the box next to the opportunity and selecting the Modify Opportunity button.

3 Grants.goy - Grantors - Microsoft Internet Explorer =5 |5|
]
| h'
Address [&] https:jjabﬁpply‘grants.g tigencyLoginServiet Hl Bs
File Edit View F;‘urites Tools \(\p
|westcretnk L | FN W KC
’ For Applicants About Grants.gov Resources For Agencies
_hh ’ GRANTS ov® Contact Us SiteMap Help Home
Welcome, Home = For Agencies = Manage ortunities =
katie root
of GrantsGovAdmin
MANAGE OPPORTUNITIES
Manage Agency User
Profile Create Opportunity | Madlify Oppartunity | Delete Opportunity |
Set Agency Level Opportunity Num. Opportunity Title CFDA Numbers lcontents |
q Synopsis
Create Agency s
Create Agen 0ot Jim's grant 11.300 0 Package(s)
Modify Auency )
n 2006-ABC-123-HYZ Grantor training test package i gvnﬁpms
Published Opportunities ;C R
" YMopSis
Applicant Repart n 2545454 Boat 20.502 0 Package(s)
Organization Report n ABCD1234A8R0N Training11708aaron cmepss 1
Set Closing Date Limits QPackae(s)
el Llosing Uate Limis
n ABCDTZ34ANISA training11708Anisa SRS
Manage Opportunities 0 Packageis)
Assign Agency Trackiny n ABCD1234CARLA training 1-17-06carla DE;!ESS;S)
Number Synopsis
Manage Application n ABCD1234CHRIS training1/1 7i0Bchris 0 Package(s)
Package Templates L
=t n ABCD1234DARREN Training 1.17.06Daren . gggsgs':@
Manage Auency Users Synopiis
View All Submitted n ABCD1234105H Training 1-17-06 Josh 0 Package(s)
Applications i
n ABCD1234KRISTI Training 01/17/06 Krist q EV”E"S'S
Applicant Audit Report _l;l SaC BRI
- YNopSis
‘| » n ABCD1234PAT Training 1-17-08 Pat T LI

GRANTS.GOV 13 of 88



GRANTOR USER GUIDE

The next screen will allow you to modify the properties of the Grant Opportunity, the
Synopsis, the Application Package(s) and Full Announcement Attachments. Just click
on the Modify button that is under the section you wish to modify.

Also, you will be able to add, for the first time, a synopsis, application package(s) and
Full Announcement Attachments if you had not added this previously.

You can also delete the synopsis, application package(s) and Full Announcement
Attachments.

Please note that if you MODIFY or DELETE any of the existing information, it
could impact an applicant’s ability to submit an application that was previously
downloaded before the modification. Also, an email will be sent to those
applicants regarding these modifications. If you plan to change any of the following,
please contact your Grants.gov Agency Program Advisor before you make the
modification:

e Grants.gov Opportunity Number
« CFDA Number
« Forms within the Application Package

3 Grants.goy - Grantors - Microsoft Internet Explorer ;Iilll
. A —~ N

Gﬁack > |ﬂ |EL| ) - |Search ) Favorites “t‘ = E ﬁ ‘i% | |'.,r

Address [&] hitpssitapply. rats.gov AgencyLoginser st B

Fie Edt View Favorites Tools  Help
JWastCiteLink CL | FI % KC

’ For Applicants About Grants.gov Resources For Agencies
b -
h_-— GRANTS.GOWV® Contact Us SiteMap Help Home
B . L
welcome, = Home = For Anencies > Manage Opportunities = Grant Opportunity Properties

katie root
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User

Profile
Dpportunity Number:* 0001
Set Aency | evel Dpportunity Title:* Jirn's grant
Create Agency Opportunity Cateqory:* Discretionary
CFDA Numbers: 11.300
Modify Agen Madify

Published Opportunities
Applicant Report

L Synopsis: Madify | Delete | Aftachrments

Set Closing Date Limits
Manhaije Opportunities

Assign Agency Tracking
Humber Application Packages: Add

Manane Application
Package Templates

Manage Agency Users
View All Submitted
Applications

Applicant Audit Report =
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Deleting Grant Opportunities

After creating a grant opportunity, it will be listed as one of the available opportunities
that you can modify and delete within your agency’s Manage Opportunities listing.

To delete a grant opportunity, select the opportunity you wish to delete by clicking on
the box next to the opportunity and selecting the Delete Opportunity button.

3 Grants.gos - Grantors - Mic asoft Internet Explorer ;Iilll
O Back ~ (\J - Iﬂ IELI ol ) search :\7 Favorites <) ‘ =N ﬁ ‘:“ 7,
Address [&] http//atapply arants.govingencyLoghgr st Hl Bs

File Edit Visw\ Favorites  Tools  Help
|westcretnk €L ’\FI W KC

$

(-
> GRANTS.GOV*

For Applicants About Grants.gov Resources For Agencies

Contact Us SiteMap Help Home

Welcome, = Home = For Agencies = Manage Opportunities =
katie root
of GrantsGovAdmin
MANAGE OPPORTUNITIES
Manage Agency User
Profile Create Opportunity | Madlify Oppartunity | Delete Opportunity |
Set Agency Level | [Opportunity Num. Opportunity Title CFDA Numbers lcontents |
., Synopsis

Create Agency .
Create Aget 0001 Jim's grant 11.300 0 Packagets)
Modify Auency )

n 2006-ABC-123-HYZ Grantor training test package 0 gvmﬁpms
Published Opportunities ;E aneis)

" YNopsIs
Applicant Report n 2545454 Boat 20.502 0 Packagets)
Organization Report n ABCD1234A8R0N Training11708aaron cmepss 1
Set Closing Date Limits b Package(s)
Set Closing Date Limits

n ABCD Z34ANMISA training?170BANIsa SHIERETS
Manage Opportunities 0 Package(s)
Assinn Agency Trackin ABCD1234CARLA training 1-17-06cara SHIERETS
Assign Agency Tracking 1 Package(s)
Humber Synopsis
Manage Application n ABCD1234CHRIS training1/1 7i0Bchris 0 Package(s)
Packaye Templates -
Package Templates ABCD1234DARREN Training 1.17.06Darren EERSS
0 Package(s)
Manage Agency Users Syngpsis
View All Submitted n ABCD1234105H Training 1-17-06 Josh 0 Package(s)
Applications i
n ABCD1234KRISTI Training 01/17i08 Kristi 0 EWEDSIS
Applicant Audit Report = ac ang(S)
4 _.rln ABCD1234PAT Training 1-17-08 Pat o EZ:SE:':@ =l

You will receive a confirmation screen regarding deleting the opportunity. This will
delete the ENTIRE opportunity. Everything that is attached to this Opportunity
Number will be deleted. If you just need to delete a portion of an opportunity, please
refer to the Modifying an Opportunity section to learn how to delete a specific section.
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If you do want to delete the entire opportunity, select Delete and the opportunity will
be deleted. An applicant will no longer be able to find the opportunity on the website
nor will they be able to submit an application for this opportunity.

3 Grants.goy - Grantors - Microsoft Internet Explorer ;Iilll
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katie root

of GrantsGovAdmin

T DELETE OPPORTUNITY VERIFICATION
anage Agency User

Profile
Flease verify that you want to delete this opportunity.
Set Agency Level
Create Anency Opportunity Number: 0001
Modify Agen Uppurtun!ty Title: Jim's grant
Opportunity Category: Discretionary
Puhblished Opportunities CFDA Numbers: 11.300

Applicant Report
Delete Cancel |

Organization Report
Set Closing Date Limits
Manage Opportunities

Assigh Agency TracKing
Humber

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Applicant Audit Report =
I |_|
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Publishing New Synopses

In order to post a synopsis, you must first create a new Grant Opportunity. Once you
have begun the creation of a new Grant Opportunity, click on Add next to Synopsis.

3 Grants.goy - Grantors - Microsoft Internet Explorer ald 1‘

s @ ue ; 3. 1 T L
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File Edt Wiew Faworites Tools  Help
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) For Applicants About Grants.gov Resources For Agencies

x..":-.: } GRANTS.GOWV® Contact Us  SiteMap Help Home

Welcome, = Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
katie root

of GrantsGovAdmin

- GRANT OPPORTUNITY PROPERTIES
anage Agency User

Profile
Opportunity Number:* 0001
Set Anency |evel Opportunity Title:* Jimn's grant
Create Agency Opportunity Category:* Discretionary
CFDA Numbers: 11.300
Modify Agen: Moty

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Manage Opportunities

Synopsis: MDdifyl Delete | Attachrments

Assign Agency Tracking
Humber Application Packages: Add |

Manage Application
Package Templates

Manage Agency Users
View All Submitted
Applications

Applicant Audit Report -
1 1 I_I
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On the next screen, begin filling out the properties pertaining to this particular grant
opportunity. Anything that has an asterisk next to it is a mandatory field and you will
need to enter information or select an option within the box. We will go through these
different fields and highlight the mandatory options with an asterisk:

Instrument Type*: Select the particular type of funding that represents the grant
opportunity. You can highlight more than one option by using either the SHIFT or
CTRL key.

Activity Category*: These are the high-level categories found in the Catalog of
Federal Domestic Assistance. You can highlight as many categories as you see fit. If
you select Other, you will need to add additional information within the Category
Explanation regarding your opportunity.

Category Explanation: This box becomes mandatory if you had selected Other in
the Activity Category section. If you did not, then this box becomes optional and you
input additional information if needed.

/3 Grants.gov - Grantors - Microsoft Internet Explorer — =] %]
Y 5 ~N e . E i -
OBack > B |_L| |§| ") | - search ¢ Favorites é-‘! == ’ia .“‘ o
Address I@ https:/fatapply.grants.gov/AgencyLoginServlst j Go
File Edt ‘Wiew Faworites Tools  Help
|westcrelik €L | F1 a9 KC
, For Applicants About Grants.gov Resources For Agencies
h._-—' GRANTS.GOV® Contact Us SiteMap Help Home
- B
Welcome, I— . -
katie root Opportunity Properties
of GrantsGovAdmin Opportunity Number: 0001
Manage Agency Liser gppo:un?:y Title: Jirn's grant
pportunity
Profile Cateqory:* Discretionary
Set Agency Level CFDA Numbers: 11.300
Create Agency = = b
Funding Properties
Modify Agency

Conperative Aoreement

Published Opportunities
Instrument Type: * Other

Applicant Report Frocurement Contract
Organization Report -
Agriculture -
Set Closing Date Limits At [see "Cultural Affairs' in CFOA
Bl Commerce
Manage Opportunities Community Develapment
. . Consumer Protection
Assion Auency Trackin Activity Category: * Dizaster Prevention and Relisf
Humber Education
o Employment, Labar and Training
Manage Application Eneray
Package Templates Errvironment LI
Manage Agency Users _I
N
Wiew All Submitted
Applications
nn i i n -
e |L| Category Explanation:
4l L * if Achivity Categary | -l
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In the next section, you will need to fill out the following:

Posting Date*: This is the date that the opportunity will be posted to the Grants.gov
website. If you set the date in the future, the opportunity will not get posted until that
date. If you set it for today’s date, then the opportunity will be automatically posted
today after you publish the opportunity. If you set the post date for the future, any
changes and modifications you perform on the synopsis will not be made public. It is
only AFTER the synopsis has been posted to the website will all future modifications
be made public.

Close Date: This is an optional field, but if you do not enter in a Close Date, you will
need to enter information into the Close Date Explanation box.

Close Date Explanation: This is a mandatory field if you do not enter anything into
the above Close Date box. Also, you can use this as an optional box if you need to
include any other information pertaining to the close date.

Agency Contact*: This information is prepopulated by the system and is the user
information for whomever is currently logged into the system.

E-Mail Address*: This is also prepopulated by the system and can be overwritten.

E-mail Description*: Enter text which will be presented as a hyperlink to the email
address provided. For example, if you entered “Help Desk”, then when the synopsis
is published and someone clicks on “Help Desk” it will open up an email with the
email address already prepopulated in the “To” field.

; Grants.gov - Grantors - Microsoft Internet Explorer =18 ll

Set Agency Level

Create Agency Close Date
5 Explanation:
Modify Agency *if no Close Date is

Published Opportunities TR

Applicant Report
Organization Report =
Set Closing Date Limits

Manage Opportunities Agency Contact For Electronic Access Problems

Assion & Tracki James W, Rogers ;I
Shesi RS Agency Contact: * Program Advisor
— Phone 202Z-205-6303 LI
Manage Application
_Mai L
Packae Templates HEI SXE SR [Jim Ragers@hhs gov
Manate Agency Users = E-Mail Description: * IJim Rogers

Ao AL

; N n ) N - -
OBack ML =7 I I_LI IELI || ! Search \‘_;/\f.’ Favorites 6“! T B ﬁ fi l;‘
Address Iﬂj https:fatapply.grants.gov/AgencyLoginServlst j E So
File Edit VMiew Favorites Tools Help
JWestCiteL\nk CL | FI W KC
) For Applicants About Grants.gov Resources For Agencies
| . .
h!:—- GRANTS.GOV® Contact Us SiteMap Help Haome
- . -
welcome, ={ synopsis Dates A
katie root Posting Date: * 02/03/2006
f G tsGovadmi
of brantshavadmin Close Date: 02/0/2006 {farmat: MM/DDAT)
Manage Agency User
Profile il
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Eligible Applicants*: Select the eligible groups for this synopsis. Again, you can
select more than one group by using the SHIFT or CTRL option.

Eligibility Explanation: If you select “Other” as your eligible group, you will need to
enter text into this field. Also, if you need to include additional information on the
eligibility, you can use this text field to provide that further explanation.

3 Grants.gov - Grantors - Microsoft Internet Explorer - |ﬁl|1|
1 N e ' > 3 oY "
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’ For Applicants About Grants.gov Resources For Agencies

[ —
» GRANTS.GOV®

Contact Us  SiteMap Help Home

z ] =l
welcome, E-Mail Description: * |

katie root
of GrantsGovAdmin

Manage Agency User Opportunity Eligibility Information
Profile City or township governments

Set Agency Level g
gency Indep

L |ndividuaks

Modify Agency Eligible Applicants: * Mg

Published Opportunities
Applicant Report Others [see text field entitled "'&dditional Information on Eligibility for clarification]

Organization Report _|
Set Closing Date Limits ’
Manage Onnortunities

Assign Agency Tracking Eligibility Explanation:
Humber * if Eligible Applicants is | |
- Others

Manage Application
Packane Templates

Manage Agency Users o =
View All Submitted
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Cost-Sharing or Matching Requirement*: This defaults to No, please select Yes if
the applicant will need to match some of the provided federal funds.

Expected Number of Awards: This is an optional field. If you know this information,
please enter a numerical amount into the box. It will only accept numbers.

Estimated Total Program Funding: This is an optional field. If you know this
information, please enter the total program funding. It will only accept numbers — do
not enter a dollar sign, it will be automatically inserted.

Award Ceiling*: This is a mandatory field. Either enter the dollar amount in numbers
or write the word ‘none’ into the field. The dollar amount will be automatically
formatted, therefore, you will not need to enter a dollar sign or format the number with
commas.

Award Floor*: This is a mandatory field. Either enter the dollar amount in numbers or
write the word ‘none’ into the field. The dollar amount will be automatically formatted,
therefore, you will not need to enter a dollar sign or format the number with commas.

Funding Opportunity Description*: Enter a short description (two to three
paragraphs) providing a short description about the funding opportunity. Do not use
any special characters or HTML encoding. If you copy and paste text into this box,
please review to ensure that the paragraphs have been formatted correctly and any
special characters have been removed.

; Grants.goy - Grantors - Microsoft Internet Explorer ;IEIZI
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GRANTS.GOWV®

For Applicants About Grants.gov Resources For Agencies

—

- Contact Us  SiteMap Help Home

«| Award InTermation

Cost Sharing or
Matching Requirement:  ves & ng
*

Welcome,
katie root
of GrantsGovAdmin

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Manage Opportunities

Assion Agency Tracking
Humber

Manage Application
Package Templates

Manage Agency Users

Expected Number of li
Marrage Agency User
Manage Agency User Awards: 1na
Profile .
Estimated Total 100000
Set Agency Level Program Funding:
Create Agen Award Ceiling: * I] oooo
Lreate Agency
Modify Agenc Award Floor: * 5000

Funding Opportunity Description

Funding Opportunity
Text Description: *

The O0ffice of Management and Budget has issued a o
Federal Register on the use of Grants.gov

reguiring the Office of Federal Financial

Managetment to issue a policy directive reguiring
Federal Agencies to use the Grants.gov FIND

module to electronically post synopses of funding
opportunities under Federal financial assistance
programs that award discretionary grants and
cooperative agreements. Grants.gov is a simple,
unified “storefront” for all customers of Federal_:]
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Announcement URL: This is an optional field. Enter the full URL where the full
announcement for this opportunity is located. If you do not enter the URL, then you
will need to upload the Full Announcement. Refer to the Attaching Full
Announcement/Other Documents section for more information. You must enter the
full URL, including the http:// (example: http://www.grants.gov)

URL Description: If you enter an Announcement URL, you will need to enter text
into this field. The text will appear hyperlinked on Grants.gov and the applicant can
click on the text to be linked to wherever you have the Full Announcement hosted.

Archiving Policy: The Archive Policy is defaulted to be archived 30 days after the
close date. There are three options:
a.) Automatic, 30 days after the close date
b.) Automatic, on the date that you specify
c.) Manual Archive — you will need to return back to Grants.gov and manually
archive by modifying the synopsis and selecting the option to automatically
archive on a specified date — you will need to enter in the date for the
archive to occur.

/) Grants.gov - Grantors - Microsoft Internet Explorer — =] %]
. = = -
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[ GRANTS.GOV® Contact Us  SiteMap Help Home
= FEUELHL REGLSLEL UL LOE USE UL wLHNLS.guv =]
Welcome, I— requiring the Office of Federal Financial
katie root Management to issue & policy directive reguiring
of GrantsGovAdmin Funding Opportunity |Federal Lgencies to use the Grantcs.gov FIND
Manage Agency User Text Description: * module to electronically post synopses of funding
Profile opportunities under Federsl financial assistance
programs that award discretionary grants and
Set Agency Level cooperative agreewents. Grants.gov is a simple,
Create Agency unified “storefront” for all customers of Federal ;I
Modify Agency
Full Announcement Link
Published Opportunities
) Announcement URL: http:ffdoc.gow
Applicant Report Intpdoc.g
Organization Report UREIDES cEipton: |Cammerce
Set Closing Date Limits o .
N Archiving Policy
e Opp: . L -
Manage Opportunities Synopsis and associated documents may be scheduled for archiving 30 days after the application's clase
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Number rmanually archived later. The latest archiving date chasen for a synopsis or any associated dacurnent will
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Manage Application Archiving Policy:
Package Templates (@] Automatic, 30 days after the close date
Manage Agency Users — ¥ automatic, on specified date; |03/08/2008 (format: MMADDAY YY)
View All Submitted  Manual srchive
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Applicant Audit Report -
Fublish Cancel | =
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After you have entered in all the information necessary for your synopsis, select
“Publish”. You will be given a confirmation screen that will include all of the
information you have previously entered. Review this information and select
“Publish” again at the bottom of the screen.

If you need to fix any information, select “Edit” to return to the previous screen to
allow you to edit. If you select “Cancel”, you will return to the Manage Grant
Properties screen and none of your work will be saved.

a Grants.goy - Grantors - Microsoft Internet Explorer — |5'|£|

N NG Iy ; | = ™
Qo © - [1) [ ] Pt g B2 13 B3I B p
Address Iféj https:fatapply.grants.gov/AgencyLoginServlst j So
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katie root

of GrantsGovAdmin

CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Manage Agency User

Profile

Please confirm the opportunity synopsis information before publishing.
Set Agency L evel PR ¥ =ynep P 9

Create Agency Opportunity Properties
_ DOpportunity
Modify Agency Number: oool | |
Published Opportunities Opportunity Title: Jim's grant
_ DOpportunity : :
Applicant Report Category: Discretionary
Organization Report CFDA Numbers: 11,300
il imi - "
Set Closing Date Limits Funding Properties
Manage Opportunities Instrument Type:
Grant
Assign Agency Tracking
Humber Activity Category:
o Business and Commerce
Manage Application
Package Templates Category Explanation:

Manage Agency Users

W Posting Date: 02/03/2006
Applications
Ications Close Date: 02/06/2006

Applicant Audit Report ~| Close Date Explanation:
| >|_I

Synepsis Dates

|
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If you do select Publish, you will receive a confirmation screen regarding the
successful publishing of the opportunity. If the post date you have entered is today’s
date, then the synopsis will appear on the site within 30 minutes.

If the post date is in the future, then you will also receive a confirmation screen
regarding a successful publishing of the opportunity, but is will be present on the
screen until the actual post date you entered. You will be able to edit and modify this
synopsis until the post date without any of those edits being visible to the applicant.

Please be aware that Grants.gov will be updating the content on this confirmation
screen to more accurately explain that synopsis with a future post date will not
automatically appear on the site until that future date.

; Grants.gov - Grantors - Microsoft Internet Explorer - Iﬁllll
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- SYNOPSIS PUBLISH SUCCESS
anage Agency User

prefle i is has b fully published

D —— Your opportunity synopsis has been successfully published.

Create Agency This opportunity synopsis will be available in the Find Grant Opportunities area of Grants.gov within 30
Modify Agency minutes.
Published Opportunities -

Continug

Applicant Report
Organization Report
Set Closing Date Limits
Manage Opportunities

Assion Agency Tracking
Humber

Manage Application
Packane Templates

Manage Agency Users

View All Submitted
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Modifying Synopses with a Future Post Date

This section is in reference to modifying synopses that have been published, but
have a post date that is in the future. These synopses can be modified without the
applicants being notified and without the record of these modifications being made
public.

In order to modify a synopsis, you must select the grant opportunity from the Manage
Opportunities section and click on Modify Opportunity. Once you entered the
Grant Opportunity Properties screen, click on Modify next to Synopsis.
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In the next screen, you will be provided the original synopsis. Make the necessary
modifications and select “Publish” at the bottom of the screen.

You will be taken to the Confirm Opportunity Synopsis Properties screen. At the
bottom of the screen, you will be asked to enter the details pertaining to what you
have modified in the Synopsis Modification Comments box. Enter what you have
modified. If the post date is in the future, these comments will not be made public, but
will serve as a record of what you have previously modified. After this synopsis is
posted, any future modification comments will be made public so that the applicant
knows what has been modified post the date that the synopsis was originally posted
on the site.

Once you have reviewed the modifications and completed the comments box, select
Publish. If you need to make additional changes, select Edit and perform those
revisions. If you select Cancel you will be taken back to the Grant Opportunity
Properties screen.
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katie root
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You will receive a Synopsis Publish Success screen. Please be aware that though
the text states that the opportunity will be available within 30 minutes, since your post
date is not until the future, the synopsis will not be published until that post date. All
modifications made before the post date will not be seen by the public.
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Modifying a Posted Synopses

This section is in reference to modifying synopses that have been published and
posted to the website. These synopses can still be modified, but any modification will
require the agency to document what has been modified and this documentation will

be made available for the public.

In order to modify a synopsis, you must select the grant opportunity from the Manage
Opportunities section and click on Modify Opportunity. Once you entered the

Grant Opportunity Properties screen, click on Modify next to Synopsis.
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In the next screen, you will be provided the original synopsis. Make the necessary
modifications and select “Publish” at the bottom of the screen.

You will be taken to the Confirm Opportunity Synopsis Properties screen. At the
bottom of the screen, you will be asked to enter the details pertaining to what you
have modified in the Synopsis Modification Comments box. Enter what you have
modified. This information will be included within the synopsis and will allow the
public to know what has been modified.

Once you have reviewed the modifications and completed the comments box, select
Publish. If you need to make additional changes, select Edit and perform those
revisions. If you select Cancel you will be taken back to the Grant Opportunity
Properties screen.
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You will receive a Synopsis Publish Success screen. Please be aware that it could
take up to 30 minutes for the modified synopsis to be made public.
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Deleting Synopses

In order to delete a synopsis, you must select the grant opportunity from the Manage

Opportunities section and click on Modify Opportunity. Once you entered the
Grant Opportunity Properties screen, click on Delete next to Synopsis.

Note: You will only be able to delete a synopsis if there is already an application

package posted as part of the grant opportunity properties. If there is not, then you
will need to refer to the Delete Grant Opportunity section in order to discard the
synopsis and recreate the opportunity.
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You will be given a confirmation screen regarding the deletion of your synopsis.
Confirm this deletion and the grant opportunity synopsis will be deleted. It could take
up to 30 minutes for this deletion to occur on the website.
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Attaching Full Announcements/Other Documents

This is an optional functionality on Grants.gov. Please be aware that you must either
provide a direct Internet link to a discretionary/competitive grant opportunity’s full
announcement or attach the Full Announcement as a document. The following
directions provide information on how to attach the Full Announcement as a
document.

In order to attach a full announcement or other supporting documents, you must have
first created a Grant Opportunity and a Synopsis for that Grant Opportunity. Once
you have completed those items, then you can select the grant opportunity from the
Manage Opportunities section and click on Modify Opportunity. Once you entered
the Grant Opportunity Properties screen, click on Attachments next to Synopsis.
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Select the Add button on the next screen.
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On the next screen, select the number of files you wish to upload and click the
Continue button.
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At the next screen, first select the type of document you wish to attach at Document
Upload Type. There are three options:

Full Announcement
Revised Full Announcement
Other Supporting Documents
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Next, select the Browse button, your file directory will open. Find the file you wish to
attach and double click on the icon. The name of the file will appear in the File Name
box. Enter a brief descriptive title for the attachment in the Brief Description box.
Repeat this process for each file that you are attaching.

Next, select the Upload Files button. Or, select Cancel to return back to the Grant
Opportunity Properties screen.
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You will receive a confirmation screen. Review the information and if you are
satisfied, select Upload Files. If not, select Cancel, this will return you to the Grant
Opportunity Properties screen.
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After confirming the upload, you will get a Synopsis Attachment Upload Success
screen. Please be aware that the attachments will be available on the website within
30 minutes of publishing. If you have a post date that is in the future for the synopsis,
the attachments will appear at the same time.

Please be aware that Grants.gov will be updating the content on this confirmation
screen to more accurately explain that synopsis attachments with a future post date
will not automatically appear on the site until that future date.
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Deleting Full Announcements/Other Documents

In order to delete a full announcement or other supporting documents, select the
grant opportunity from the Manage Opportunities section and click on Modify
Opportunity. Once you entered the Grant Opportunity Properties screen, click on
Attachments next to Synopsis.

At the next screen, the listing of attachments will be providing. Select the attachments
you wish to delete and select Delete.

You will not be able to modify these attachments. If you have attached the wrong
document, you will need to delete the attachment and then add the correct one by
following the directions in Adding Full Announcements/Other Documents.
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On the next screen, you will receive a confirmation screen. Either select Confirm or
Cancel. Selecting Cancel will return you to the Grant Opportunity Properties
screen.
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If you select Continue, you will get the Delete Synopsis Attachments Success
screen. The attachments will be deleted from the website within 30 minutes of
reaching this screen.
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Publishing Applications

This section of the site enables you to create, modify and delete application
packages published on Grants.gov. In publishing an application package, you
will need to already have created a new grant opportunity and then utilize the
templates created in the Manage Application Package Templates section. As
part of this, you will also be able to add instructions specific to each
opportunity and review your compiled application package before publishing it
to Grants.gov for public view.
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This screen displays the current grant opportunities for the agency/agencies
that you represent. Each opportunity either has a synopsis, a grant application
package or both.
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To create a new application package, click the Create Opportunity button
above the listed packages.

To modify an existing opportunity, select the opportunity that you want to
modi_f?/ by clicking in the checkbox in the package's row and then click the
Modify Opportunity button.

To delete an existing application package, select the opportunity you wish to
modif bg clicking in the checkbox in the package's row and then click the
Modify Opportunity button. At the next screen, you will be able to delete the
application package. NOTE: you will only be able to delete an application
package from the Modify screen if and only if more than one application
package exists. Otherwise, you will need to delete the entire grant opportunity
In order to remove the application package from the system.

If there is only one application package that needs to be deleted, then select
the grant opportunity that needs to be deleted by clicking in the checkbox in
the package's row and then click the Delete Opportunity button.

Note — Once an application packaPe is deleted, either through the modification
or the deletion, Grants.gov will no longer accept or process any applications
which use the deleted package. A notice will be sent to the applicants who
registered to receive information pertainin? to that opportunity to let them know
that the package has been deleted as well.

GRANTS.GOV 43 of 88



GRANTOR USER GUIDE

Creating Applications

To create new application packages to be posted at Grants.gov, click the
Manage Opportunities link on the left of your screen.

This will take you to the Manage Opportunities screen.

; Grants.gov - Grantors - Microsoft Internet Explorer _ 5 ZI

Q- O 1x) 18 & EERIE

¥ JL i £}
y Search .,\"'.) Favorites €

n

Tk

File Edit “iew Favorites Tools Help

Address [&] hitps:/fatapply.grants gov/AgencyLoginserviet = Be

|westctelnk CL | FI 3¢ KC

, For Applicants About Grants.gov Resources For Agencies
[ -
L:—F GCGRANTS.GOWV™ Contact Us  SiteMap Help Home
e L
welcome, Home = For Anencies > Manage Oppartunities

katie root
of GrantsGovAdmin

. MANAGE OPPORTUNITIES
lanage Agency User |

Profile Create Oppartunity Modify Opportunity | Delete Opportunity |
Set Agency Level | |opportunity Num. Opportunity Title CFDA Numbers
- Synaopsis
Create Agency
Create Agen u aoo Jim's grant 11.300 0 Package(s)
Maodify Agency
u 2006-ABC-123-4YZ Grantor training test package 0 gV”Eps‘S
Published Opportunities Sa° age(s)
) yhopsis
Anplicant Renort n 2545454 Boat 20,502 0 Package(e)
Organization Report ABCD12348AR0N Training?11708aaron P
Set Closing Date Limit 0 Package(s)
LR e Limits
n ABCD12Z34ANISA trairing11706Anisa BEFEE
Manage Opportunities 0 Package(s)
ign Agency ing ABCD1234CARLA training 1-17-06carla BIEREIE
Assign Agency Trackin ) i) Package(a)
Number Synopsis
Manage Application u ABCD1234CHRIS training 1 FilGchris 0 Packane(s)
Package Templates -
Packane Templates ABCD1234DARREN Training 1.17.06Daren SIS
0 Package(s)
Manage Agency Users Symapsis
View All Submitted u ABCD1234J05H Training 1-17-08 Josh 0 Package(s)
i = I

|»

This screen displays the current opportunities for the agency/agencies that

you represent.

Click the Create Opportunity button above the listed application packages.

This will take you to the New Grant Opportunities Properties screen where

you begin to enter information about the new opportunity.
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After you entered in the initial grant opportunity’s properties, you will select
Add next to Grant Application. From here you will receive the New Package
Creation screen.

a Grants.gov - Grantors - Microsoft Internet Explorer = |i|

-
Q- Q- ¥ B G J
Address I@ https:{{atapply. grants.govfAgencyloginServiet j a G

File Edit View Favorites Tools  Help

|westciteliok €L | FI % KC

L3

) Search % Favarites Q“?
P .

’ For Applicants About Grants.gov Resources For Agencies
-
hr-__——' GRANTS.GOWV® Contact Us SiteMap Help Home

Welcome, | Home = For Agencies = Manage Opportunities = New Package Creation =
katie root

of GrantsGovAdmin

T NEW PACKAGE CREATION
anage Agency User

Profile
Opportunity Number:* oooL
Set Agency Level Dpportunity Title:* Jim's grant
Create Agency CFDA Number: |None =
Modify Ayency Competition ID:
Published Opportunities Competition Title:
Applicant Report Electronic Required:* Cves T No

Organization Report Expected Number of I—
Applications:

Set Closing Date Limits
Expected Application Size: (MB)

Manage Opportunities
Open Date: +
Assign Agency Tracking S BRI
Number Close Date:* tformat: MM/DDA ) (B
Manage Application Grace Period: days
Package Templates
] katie root ;I —
Manage Auency Users PHO
View All Submitted Agency Contact: E-mail: katie.root@hhs.gov
Applications Phone: 202-205-1154
-
Applicant Audit Report = . " _I
Form Package: -
d _’l_l : 9 . [Select & Package Template =l ) =
- il il il

Enter your agency’s CFDA number in the CFDA Number field. This must be a
valid CFDA number.

Enter an opportunity number in the Opportunity Number field. This field must
be completed in order to publish the application package.

Enter a title for the application package in the Opportunity Title field. This
field must be completed in order to publish the application package.

Enter the date by which the opportunity should be made available in the Open
Date field.

Enter the date %y which the opportunity should no longer be available in the
Close Date field.

Enter the number of days for which the package should be retained in the
Retention Period field.

The Agency Contact field lists the first and last name, title, email address and

hone number that was entered in your user profile. This information will be
isted on the cover page of the application package as the agency contact
information. You can edit any of the information listed simply by selecting the
text and typing any revisions.
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Select the application package template for the application by clicking the
arrow next to the Form Package drop down box. This field must be completed
in order to publish the application package.

You can upload application instructions from your computer by clicking the
Browse button next to the _Aﬁpllcatlor] Instructions field. This field must be
completed in order to publish the application package.

This will open a Choose File window where you can browse on your
computer to the file which contains the application instructions.

Choose file @@
Look in: | | Program Files ﬂ e~ £F E-
5 [ |[ZhMicrosoft ActiveSync |2 Windc
b:} ) Ahead |Zmicrosaft frontpage Winde
My Recent |21 Comman Files |[ZiMicrosaft Office |2 WinZig
DUC:’ITentS ) ComPlus Applications ) Mavie Maker WS _F
B )Corel CoIMSH ) YERDY,
| Creative |CZAMSM Gaming Zone
Desktop aDell I NetMeeting
) IJIDEAS | Officelpdate
C h oose F| I e _.,./ Installshield Installation Information  [Z)Online Services
win d ow T e -;intel 9 Outlook Express
|Z)Internet Explorer |ZJPureEdge
4 IMacromedia () QuickTime
:‘J{g IMcAfes _JRoxio
T |[CIMcafes YirusScan 6,02 Retail - Uninstall Information
I Messenger )'Windows Media Player
@ >
-
My Metwark File name: | j Dpen |
Flaces
Files of type: |AII Files [* %] j Cancel

Once you have selected the correct file, click the Open button.

You will be returned to the New Grant Opportunities screen where the
path to the file will now appear in the Application Instructions field.

If you want to select a new file, simply click the Browse button again,
select the correct file, and click the Open button.

If you do not want to save the new the application package, click the Cancel

button at the bottom of the screen. You will be returned to the Publish

Applications screen where the new application package will not appear.
OR

If you want to save the new the application package, click the Publish button
at the bottom of the screen.

This will take you to the Opportunity Publication Verification screen.
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e e ]
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GRANTS.GOV"

Tulorial Resources Sie Search For Granlors Privacy Aboul s HELS

LY

Opportunity
Publication
Verification
screen

Ruetrieve Submiried
Assign Apency Tracking
Heamber

Manags Agency sers
Maniage Ageocies
View Apphcations
Logout of G antv.gov.

Mame » For Gramors » Publish Applieatioes = lew Grant

Opportunity Publication Verification

Manage Rpplication Package | o,

CFDA Numbar:
CFDA Tide:
Opportunity Number: 2
Oppartunity Title:
Opan Dats:
Close Date:
Retention Period;
Agency Contact:
Application Package:

Application Instructions: Yiey

tion arvaitable 1o the public. P

s virdy the detals and click ‘Publish” 1o

Review the information listed.

To view the application instructions that you uploaded, click the View link in
the Application Instructions field.

If the information listed is not correct, click the Review button to return to the
previous screen so that you can make any necessary revisions, or click the

Cancel button to return to the Publish Applications screen without creating
the new application package.

OR

If the information is correct, click the Publish button. This will make the new
application package available to the public. You will be taken to an
Opportunity Publication screen which will confirm that the new application
package is now available for public download.

0 et [ stagchy i oL o et

r

e

GRANTS.GOV"

Tihorisl Mesowces e Search For Geanlors Priwscy Aboul s HILE

o) SR R =

Opportunity
Publication
screen

Welcome,
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Pubitsh Applcations
Manisge Applcaticn Package
Teerplatr

Fetrieve Subeted
Applcations

Assign Agency Tracking
Huribes

Manags Agency sers
Maniage Ageocies
View Apphcations
Logout of G antv.gov.

Mome » For Grantarn » Pubiish Applcatisns » Oppsriunity Pubicatisn Sucsess

lOpportunity Publication

k- angratutations yoer appantuny i now avaiable for pu
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Click the Continue button to return to the Publish Applications screen. Your

new application package will be listed with the other packages published for
your agency.
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Modifying Applications

To modify an application package that is published at Grants.gov, click the
Manage Opportunities link on the left of your screen.

This will take you to the Publish Applications screen.

a Grants.gov - Grantors - Microsoft Internet Euplorer ;Iilil
Qﬁack - il - lj lELI ;\J s ) Search \  Favarites Q“f T i ﬁ fi ,.,'
Address Iﬁj https:/fatapply. arants.goviagencyloginServist j a Ga
File Edit View Favorites Tools  Help
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) For Applicants About Grants.gov Resources For Agencies
h.h—':-- GRANTS.GOV® Contact Us  SiteMap Help Home
welcome, = Hormne = For Agencies > Manage Opportunities =
katie root
of GrantsGovAdmin
A i MANAGE OPPORTUNI'I'IES
Profile Create Oppunumty Mud\fy Oppm{unity | Delete Oppuriuniiy |
Set Agency Level tman_
Create Agency aoa1 Jim's grant 11.300 UFB::EEE;S)
S 200B-ABC-123-KYZ Grantorraining test package UEV”EpSiS
Published Opportunities EERGIES)
Apalicart Repart 2645454 Boat 20502 UE;:E;‘;';S)
This screen displays the current opportunities for the agency/agencies that
you represent.
Select the application package that you want to modify by clicking in the
checkbox in the first column of that application’s row.
Click the Modify Opportunity button above the listed application packages.
This will take you to the Existing Grant Opportunities Properties screen.
J ELWETR UL | FI A% KL
’ For Applicants About Grants.gov Resources For Agencies
S‘- GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, = Home = For Agencies = Manage Opportunities = Grant Opportunity Properties il
katie root

of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile =
Dpportunity Number:* JT-00&-003

Set Agency Level Opportunity Title:* Fellowships for Working Women in the Humanities

gency Opportunity Cateqory:*
Create Ageh Opportunity Cateqor Discretionary
CFDA Numbers:

Modify Ayency Madify |

Published Opportunities
Applicant Report
Qraanization Keport Synopsis: hodify | Delete | Aftachments |
Set Closing Date Limits
Manage Opportunities

Assign Agency Tracking |
N:lsrllhr;r Application Packages: Add | Modity | Delete
o CFDA [+[-1-1]
Manage Application Number Competition Title Open Date|Date Forms

Package Templates
Package Templates Mandatory: SF424_Short,

Manage Auency Users o JT-006- Felowships 01-Jun-2006  01-#uig-2008 SupplementaryCover Sheet forEHGrartPrograms,
on3 Attachments
View All Submitted Optional: Mone
Applications Mandatony: SF424 _Indivicual,
Applicant Audit Report ,_| JT'D°3°B' Fellowships 01-Jun-2006  01-Aug-2008 S“”p'E’"ema’*C”":{tsa';ﬁi;?_;:EHG’mpmwams'
A it = =
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Select the appropriate application package by checking the box next to the
package and clicking “Modify”.

On the next screen, make any necessary revisions.
Note — If you change the template associated with a published

application package and an applicant submits an application which has
the old template in it, Grants.gov will reject the application.

If you do not want to save the changes you made to the opportunity, click the
Cancel button at the bottom of the screen. You will be returned to the Publish
Applications screen and the changes will not be saved.

OR

If you want to save the changes you made to the opportunity, click the Publish
button at the bottom of the screen to save the changes.

This will take you to the Opportunity Publication Verification screen.

D Grants gov - Grantars - Microsaft bternet Explorer provided by The Edconm Gioup

Fle [ Vew Fooes Tods heb

Ot - ] B ) Pt formen @it @ 305 3
Bttt apchy o L agriarviet B
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= GRANTS.GOV*” oot O redomh a;n_a G |
i Mame » Foa Gramtors » Publish Applications » llew Grant » Opp A
pried
. Opportunity Publication Verification
Opportunity o
. . Manage Application Package | o are i follon pphcation avatable to the public. Pleace verdy the detasls and click “Publsh”® o
Publication Torsians maka o g
g . Retrieve Suteniried
Verification Hookcaors 7oA N
LY
screen e opportunity Number:
Cpportunity Tite:
Manags Agency Ussra P,
NMerngs Apwsies Close Date:
View Apphcations Retention Period:
Lageul of Grambe.gor Agenty Contace:
Application Package:
Opbional Forms: P
Application Insructions: ey
gloere v

Review the information listed.

To view the application instructions, click the View link in the Application
Instructions field.

If the information is not correct, click the Review button to return to the
previous screen so that you can make any necessary revisions, or click the
Cancel button to return to the Publish Applications screen.

OR

If the information is correct, click the Publish button. This will make the
updated application package available to the public. You will be taken to an
Opportunity Publication screen which will confirm that the modified
application package is now available for public download.
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Opportunity
Publication
screen

Click the Continue button to return to the Publish Applications screen.
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Deleting Applications

To delete an application f)ackage that is published at Grants.gov, click the
Manage Opportunities link on the left of your screen.

This will take you to the Publish Applications screen.
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This screen displays the current opportunities for the agency/agencies that
you represent.
Select the application package that you want to modify by clicking in the
checkbox in the first column of that application’s row.
Click the Modify Opportunity button above the listed application packages.
This will take you to the Existing Grant Opportunities Properties screen.
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Select the appropriate application package by checking the box next to the

package and clicking “Delete”.

2 Grants. gov - Grantsds - Microsaft aterest Explorer provided by The [desnm Gioup
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Delete gl Delete Opportunity Verification
Opportunity s e
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CFDA Humber:
Marnge Agoncy Uners CFDA Title:
Taw Moslciont Oppartunity Tith

Opan Date: null
Logout of Grants.gov Ol Dter P,

nu
Application Package: Mandatory Forms: Assuras

Budget !

darratve Agschenent Form

P st

Click the Cancel button to return to the previous screen without deleting the

listed template(s).

OR

Click the Delete button to permanently remove the listed application package.

This will take you to the Opportunity Deleted screen.

Opportunity
Deleted
screen

Click the Continue button to return to the Manage Opportunities screen.
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lOpportunity Deleted
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Click the Refresh button to update the Manage Opportunities screen so that
the application package you deleted no longer appears.
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Managing Package Templates

TWETOEN CL [ FI % EC

, For Applicants About Grants.gov Resources For Agencies

L-!: GRANTS.GOWV® Contact Us  SiteMap Help Home

= -
Welcome, Home > For Agencies » Manage Application Package Templates j
katie root

of GrantsGovAdmin

Manage Agency User
Profile

MANAGE APPLICATION PACKAGE TEMPLATES

Create Template | bodify Template | Delete Template |

Set Agency Level | [Template Name Owning Agency Included Forms
Administration for Children and Mandatory: SF424, Other
Create Agency _ !
—_— D Al e Families Optional: SF424A SF474B, SF424C, SF424D
Modify Agency n Mandatory: SF424
0000 Test MGMS Agency N . "
PSS . Optional: Budget, Attachments, SF4244, 5F424C
) . Mandatory: Project, Budget, SF424C, Mandatary_SF4340,
Applicant Report O000-AGF-HHS-12272005-8F 424y aministration for Children and Mandatory_SF424B, SF424_Mandatory, SF4244

Families Optional: Other

Mandatory: OhjectivelorkPlan, AMA_Applicationinfo,
HHS_CheckList, Project, FaithBased_SureyOnEED, Budoet,
Project_AbstractSurnmary, SF474 54240, GF4240, SF4240

Organization Report
Set Closing Date Limits

Manage Opportunities Administration far Children and

0000-ACF-HHS-12272005-5F424-v/2

Families SF424A SFLLL, GG_LobbyvingFarm,
Assign Agency Tracking ProtectionoHumansubjects
Humber Optional: Cther
. Mandatory: RR_SF424, RR_SubawardBudget
: P =
Manage Application Q001 awar NGMS Ananc Ootinnal b enintevPersnn S nonlementalDataShe et

This section of the site enables you to create, edit and delete application
package templates that can be reused for multiple opportunity-specific
application packages. Once a template is created, you can then add
instructions specific to a particular fundin%OEportunity and Publish the
application package to Grants.gov through the Publish Application Packages
section.

Creating, modifying and deleting apgl_ication package templates has no effect
on application packages already published on Grants.gov.
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Creating Package Templates

To create a new application package template that can be used to create
multiple opportunity specific application packages, click the Manage
Application Package Templates link on the left of your screen.

Creating ap

lication package templates has no effect on application
packages a

ﬁeady published on Grants.gov.
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Manage Agency User
Profile

Set Agency Level
Create Agency

Modify Anency
Published Opportunities

MANAGE APPLICATION PACKAGE TEMPLATES
Create Template | Modify Template | Delete Template |

| [Template Name Ownhing Agency Included Forms

e Administration for Children and Mandatory: SF 424, Other

Families Optional: SF4244, SF424B, 5F424C, SF424D
Mandatory: SF424
n noooTest MBS Agency Optional: Budget, Attachments, SF4244, SF424C

Mandatory: Project, Budget, SF424C, Mandatory_SF424D,
Mandatory_SF424B, SF424_Mandatory, SF4244
Optional: Other
Mandatory: ObjectiveVWorkPlan, ANA_Applicationinfo,
HHS_cCheckList, Project, FaithBased_SurveyOnEEQ, Budget,
Project_AhstractSummary, SF424, SF4240, SF424B, SF424C,

Administration far Children and

Applicant Report o
Families

Organization Report
Set Closing Date Limits
Manaie Opportunities

lUUUU-ACF-HHS-1 2272005-SF424-V1

OD00-ACF-HHS-12272005-5F 424y Administration for Children and

Farnilies SF4244, SFLLL, GG_LobbyingFarm,
Assiyn Agency Tracking FrotectionofHumanSubjects
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Manage Application i _
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This screen displays the available application package templates.

Click the Create Template button above the listed application package
templates.

This will take you to the first steP to creating a template. You will need to
select which form family you will use.
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welcome, Home = For Agencies = Manage Application Package Templates = Mew Application Package Template
katie root

of GrantsGovAdmin
CREATE TEMPLATE : STEP 1
Manage Anency User

Profile

Form Families:*

Set Agency Level
fami

Create Agency gacy arily
_Gontinue_ | Cafy 30 R T g
Modify Agency Legacy SF424 Mandatory Family 1.0

RE&R Family

SF424 Family

SF424 Individual Farmily
SF424 Mandatary Family
SF424 Shart Family

Published Opportunities
Applicant Report
Organization Report
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On the next screen, start to enter the information for the template. You will
only see the forms that have been developed to be used with your selected
forms family.

3 Grants.goy - Grantors - Microsoft Internet Explorer ;Iilll
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katie root

of GrantsGovAdmin

CREATE NEW APPLICATION PACKAGE TEMPLATE

Manaie Agency User

Profile

This screen allows you to create new application package templates that can be used to create an application package for a
Set Agency Level specific funding opportunity based on the template.
Create Agency . "

When you have made the necessary revisions, click the "Save" button to save the modifications.
Modify Anency
Published Opportunities Click the "Cancel" button to return to the Manage Application Package Templates screen without saving any revisions,
Applicant Report Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.

Organization Report
Set Closing Date Limits
Manage Opportunities

Form Family: SF424 Farnily

Package Name: *

Assign Agency Trackin Available Forms Mandatory Forms -
Number AMA, Application Information = Application for Federal Assistance (SF-424) (Reguire
. Agsurances for Canstruction Programs (SF-424D) Ma Additional Forr hrents
Manaue Application Assurances for Mon-Canstiuction Programs (SF-4248)
Package Templates Attachments >>
| |Budget Information for Construction Programs (SF-424C)
Manaye Auency Users Budget Information for Mon-Construction Programs (SF-4244) <<
iew All Submitted Egdﬁg‘l?lt I;luarrrrnalwa Attachment Form
Applications Certification of Campliance

CIS Additional Back diépplication |nf I
applicant Audit Report - P Budlglgtna ack groundsApplication [nformation
R T

sl

Enter a name for the application package template in the Package Name field.
This 1;|eld must be completed in order to create the new application package
template.

The Available Forms box lists the documents and forms that can be included
in the template.

To assign the forms required for the application, select the form name by
clicking on it and click the double arrows pointing toward the right >> next to
the Mandatory Forms box.

Note — the SF-424 is a required form for all applications.

To assign the forms that are not required but may be used to provide _
additional support for the application, select the form name by clicking on it.
Then cllgk the double arrows pointing toward the right >> next to the Optional
Forms box.

To remove a form from the Mandatory Forms or Optional Forms box, select
the form name by clicking on it. Then click the double arrows pointing toward
the left << next to the appropriate box.

If you do not want to save the new the application package template, click the
Cancel button at the bottom of the screen. You will be returned to the Manage
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Application Package Templates screen where the new application package
template will not appear.

OR
If you want to save the new the application package template, click the Save
button at the bottom of the screen. You will be returned to the Manage

Application Package Templates screen where the new application package
template will appear.
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Modifying Package Templates

To modify an existing application package template, click the Manage
Application Package Templates link on the left of your screen.

Modifying aPpIication package templates has no effect on application
packages already published on Grants.gov.

This will take you to the Manage Application Package Templates screen.

S
OBack - O - d Igl ;\l /.-\: Search “;‘\'.«’ Favorites {‘? == ﬁ ‘:‘i ,',‘
address I@ https: /fatapply.grants goviAgencyLoginServiet j &
File Edit WView Favarites Toals  Help
|westitatiok CL | FI a% KC

, For Applicants About Grants.gov Resources For Agencies

[—_
hh_._f- GRANTS.GOV®™ Contact Us SiteMap Help Home

Welcome, = Home > For Agencies > Manage Application Package Templates i’
katie root
of GrantsGovAdmin

MANAGE APPLICATION PACKAGE TEMPLATES
Manage Agency User
Profile Create Terplate | Madify Ternplate | Delete Template |
Set Auency Level | [Template Name Owning Agency Included Forms

Administration for Children and Mandatory: SF424, Other
Create Agency " .
Lo daen o ID0 AGF Test 424 Families Optional: SF4244, SF424B, SF424C, SF424D
Modify Agency Mandatory: SF424
S S n onoD Test NEMS Agency Optional: Budget Atachments, SF4244, SF424C
Mandatory: Project, Budoet, SF424C Mandatory SF4240

This screen displays the available application package templates.

Select the application package template that you want to modify by clicking in
the checkbox in the first column of that template’s row.

Click the Modify Template button above the listed application package
templates.
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This will take you to the Modify Existing Application Package Template
screen.

/) Grants.gov - Grantors - Microsoft Internet Explorer =& x|

A -3 L . 3 ) 2 Iy
Qe - ) - d |§| p | ) search ¢ Feverites {£%) = "o P, § o
Address Iﬂj https:{fatapply. grants,goviAgencyLogingsrvist j a Go
File Edit Wiew Favorites Tools  Help

JWestCitaLink CL | FI ¥ KC

’ For Applicants About Grants.gov Resources For Agencies
-
h_-—' GRANTS.GOV® Contact Us  SiteMap Help Home
. r
Welcome, —{ Home > For Agencies = Manage Application Package Templates = Create New Application Package Template =
katie root

of GrantsGovAdmin

CREATE NEW APPLICATION PACKAGE TEMPLATE
Manage Agency User

Profile

This sereen allows you to create new application package templates that can be used to create an application package for a
Set Agency Level specific funding opportunity based on the template.
Create Agency " . .

wWhen you have made the necessary revisions, click the "Sawe" button to save the modifications.
Modify Agency
Published Opportunities Click the “"Cancel” button to return to the Manage Application Package Templates screen without saving any revisions.
Applicant Report Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.

Organization Report
] . ‘our agency doesn't own this ternplate; therefare, vou do not have permission to modify it. You may, however, give it a different name
Set Closing Date Limits and use the copy for your own purposes,

Manage Opportunities ||

Form Family: SF424 Family
Assigh Agency Tracking -
Number Package Name: * |000 ACF Test 424 Copy
i Py i [ .
Manage Application Available Forms Mandatory Forms
Package Templates AN Application Information = Application for Federal Assistance (SF-424) (Reguire
Manage Anency Users —  |Attachments Dther Attachments Form
Budget Narative Attachment Farm
View All Submitted ED5_;_1 Form o >
icati ertification of Compliance
Applications Cl5 Additional Backaround/&pplication Information <<
Applicant Audit Report CIS Budget
! ‘Ll \CNPS Annlicatinn Attachment s ,Ll

Make any necessary revisions.

If you do not want to save the changes you made to the application package
template, click the Cancel button at the bottom of the screen. You will be
returned to the Manage Application Package Templates screen and the
revisions will not be saved.

OR

If you want to save the changes you made to the application packa?e
template, click the Save button at the bottom of the screen. You will be
returned to the Manage Application Package Templates screen and the
revisions will be saved.

Note — the changes you made to the template will not be reflected in
application packages that have already been published using the
template. You will need to modifK the application package and reselect
the template in order for those changes to be reflected.

Also, you will only be able to modify templates that below to your
agency. You may give it a different name and save the template to your
organization as the screen shot example above displays.
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Deleting Package Templates

To delete an existing application package template, click the Manage
Application Package Templates link on the left of your screen.

Deleting application package templates has no effect on application
packages already published on Grants.gov.

This will take you to the Manage Application Package Templates screen.

/4 Grants.gov - Grantors - Microsoft Internet Explorer _ =] x|
7 - - A O < ’ ) . ﬁ 2 r
OBack O d |§| | Search .',\‘_) Favorites {‘ tg = ““ T
Address [{€] https: fatapply.arants goviAgencyLaginserviet = Be
File Edit Wiew Favaorites Tools  Help

|westitatik CL | FI a% KC

) For aApplicants About Grants.gov Resources For Agencies
[ -
! ‘—-' GRANTS. GOV Contact Us SiteMap Help Home
B -
Welcome, Home = For Agencies > Manage Application Package Templates

katie root
of GrantsGovAdmin

MANAGE APPLICATION PACKAGE TEMPLATES

Manage Agency User

Profile Create Termplate | Madify Ternplate | Delete Template |
Set Agency Level | [Template Name Owning Agency Included Forms
Create Agency I — Adrministration for Children and Mandatory: SF424, Other

Families Optional: SF424A SF424B, SF424C, SF424D
Modify Agency

Published Opportunities

=
Mandatory: SF424
Optional: Budget, Attachments, SF424A, BF424C
- Mandatory: Project, Budget, SF424C, Mandatory_SF4240,
Applicant Report nnnnu—ACF—HHS—w 2272005-6F424y  Ddministration for Children and Mandatory_SF4248, SF424_Mandatory, SF424A

Families .
Organization Report Optional: Other
Mandatory: ObjectiveorkPlan, ANA_Applicationinfo,

0000 Test NEBMS Agency

Set Closing Date Limits HHS_CheckList, Project, FaithBased_SurveyOnEEQ, Budget,

. Administration for Children and Project_AbstractSummary, SF424 SF424D, SF4248, SF424C
M Opportunit -ACF- - - o L \ . 3 3 .

lanage ortunities 0000-ACF-HHS-12272005-5F 424-42 Families GF424A, SFLLL, GG_LobbyingForm,
Assign Agency Tracking ProtectionoHumansubjects
Humber Optional: COther
. Mandatory: RR_SF424, RR_SubawardBudget
0 pp! : P
Ln:::aeenm:'c?:;r; 0000subaward2 MGMS Agency Optionak NASA_SeniorkeyPersonSupplementalDataShest,
Package Templates
RR_keyPersonExpanded, RR_KeyPerson

This screen displays the available application package templates.

Select the application package template that you want to delete by clicking in
the checkbox in the first column of that template’s row.

Note — You will not be able to delete application package templates that
your agency did not create.

Click the Delete Template button above the listed application package
templates.

This will take you to the Delete Application Package Template Verification
screen.
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’ Tidmisl Mesources Se Search For Comlors Privacy Aboul s HELE

[ - T .
= GRANTS.GOV o :..".":A »a o |

Weme » Fer Grantars » Pubibsh Applcatisns » Belete Appieation Packige Template VeiMication

Weleome,
-
G
Delete Application Package Template Verification
Manage Applcation Packags |y are about 10 delete this Package Template from the Grants gov database. Please mview thie detals of thee cpponunty
Teplaten selow e rmake sbsciusely sure thit you wish to delete i, bek e “Delete” bution below:
Restrieve Subenied
Appicatiom imase ote that creatmg med sdtmg temvpilates has oo elfect on cpportueies avrady pubkshed & Grats. gov
Assign Agency Tracking
" 7 Template Mame: test]
{Mandatory Forms: 205 b ral Assist SF-42
i ory Appiication for Federal Assattance [SF-414)
Optienal Ferms:  pone
Manage Agencies
View Apphcations (et | [Concel
Logout of G antv.gov.
] ers P tnerat

Click the Delete button to permanently remove the listed template.
OR

Click the Cancel button to return to the previous screen without deleting the
listed template.
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Retrieving Submitted Applications

To retrieve and download the applications submitted to your agency, simply
click the Retrieve Submitted Applications link on the left of your screen.

This will take you to the Retrieve Submitted Applications screen.

a Grants.gov - Grantors - Microsoft Internet Explorer & Iil

Gﬁack © J K |ﬂ |EL| _;\J /..-]Search \::n‘\'.‘/ Favorites {‘3‘ = \,'_ —= _I ﬁ ‘3 | ;f

Address [ ] hitps:jatapply. rats.gov AgencyLoginserviet O B

File Edit ‘View Favorites Tools  Help

|westcielik €L | FI ¥ KC

/)

For Applicants About Grants.gov Resources For Agencies

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Manage Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

Manaige Agency Users

e - y
hf__— GRANTS.GOV® Contact Us SiteMap Help Home
Protile i
Home = For Agencies = Retrieve Submitted applications
Set Agency Level
Create Agency Please note that grant applications submitted by the applicants to Grants.gov may take up to 48 hours to process before
Modify Agen they are availahle to the agencies for download. Once a submission is received, Grants.gov sends two email messages to

the applicants. The first email confirms receipt of the application by Grants.gov. The second email indicates that the
application has either been successfully validated by Grants.gov or has been rejected due to errors,

If the application is successfully validated and subsequently retrieved by your agency from Grants.gov, the applicant

receives an additional email. This email may be delivered to the applicant several days or weeks from the original date of
their submission, depending on when your agency retrieves the application from Grants.gov.

RETRIEVE SUBMITTED APPLICATIONS

Continue Download |

Date/Time
CFDA # |Opportunity # |Competition Id |Grants.gov # |Program Name Received

Refresh

here is no data to display.

Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.

Click the Continue Download button to download the applications.

This will begin the retrieval process.

2 Grants. gov - Grantors - Microsaft baternst Explarer provided by The Edcomm Gioup
fle [k Vew Fovorkes Toos feb
Qe+ 3 x] (F] M0 st s @ed &) (3000 v §
] et estapely.rom comiLogrervet * B
) Tiowial Resowrces Sie Search For Geandors Teivacy  Aboul Ul FILR
—_— g |
~ GRANTS.GOV™ Gat mﬁ& Garstommer
Started. Opportunities h Sppart
e Mame = Far Gaamtses  Refricve Submitted Appbcussns
I-dl-"‘
i Retrieve Submitted Applicati
rieve submitie pplications
e (555 (o)

Date Time
aishs Scming Opportunity & | Grants.gov & Program Name Submitter Received
Rpelicalions 50 17345 18Aug03 0335
Assign Agency Tracking L
Huamber
Manags Agency Usérs
Maiiage Agrocies
View Applcatioers
Logoud of Grants.gov

ey B e

To return to the previous screen without downloading the applications, click
the Back button.
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OR

To download the listed applications, click the Download Applications button.

This will open the File Download screen and you will be prompted to save the
application to your computer.

| File Download §|

3

Some filez can harm your computer. |F the file information below
looks sugpicious, or pou do not fully trust the source, do naot open or
zave this file.

File name: TAGZ0030807 175445, zip

File type:  WinZip File

From: eqgrantsdb. row,com

Would pou like to open the file or save it bo pour computer?

[ Open l| Save |[ Cancel I[Morelnh:u

Always azk before opening this type of file

Click the Save button.

Note — if you click the Open button, the zip file will appear empty. You
must save the application before opening it.

This will open the Save As window.

Save As

Save

&

My Recent
Documents

|

Desktop

&

tdy Computer

My Metwark

My Documents

ir: |1 b v ¢ M =~

|Z)call center @TAGZDDSDSDEIS%ZS.ZD
() content B TAG20030806193224. 2ip
|2 Grankes IDEAS update routine @TAGZDDSDSD?ISSSID.ZD
|)iGrantor IDEAS update routine @TAGZDDSDSD?I?S%S.ZD
|[Z)Grants_edcomm_com_backup

I J)graphics

ilogs

ILIRSYP

| D) screenshots

I training

|yworkaround

[yworkplans

@TAGZDDSDSDﬁIZ‘IDQ.ZiD

@TAGZDDSD?DSISDISS.Z\D

@TAGZDDSDS%IZDE‘Z?.Z\D

6200308071 75646 2ip v
Save as type: “WinZip File w

File name:

Select the location where you want to save the application and click the Save

button.

This will return you to the Retrieve Submitted Applications screen where the
Acknowledge Completion of Download button will be active.
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2 Grants. gov - Grantars - Microsaft hternet Fplorer pravided by The Edconm Gioup =] ]
Mo [k Vew Fovries Todk teb a
Qe+ 3 =] 3] 00 et Prreen @ ed & L3 3

B et stagy e e ogn e v B
y Tuhowial Mesources Se Search For Coanlors Privacy Aboul s HELE
~ a 3 R
- dat i Gussomar
> Grants cov e T .
e Mame » Fot Caamtorn + Retrleve Sutmated Appbeatons
tent teat
i Retrieve Submitted Applicati
rieve submitie pplications
s ackspe “Ackniwhe dge Compluton ol Diwrioad
Rsirieve Schetied CFDA S | Opportunity & | Grantsgov Program Name
Aopialan: e e 18Aug 03012624
Assign Apency Tracking o
Heamber
Manags Agancy tissrs
Manage Agencies
View Applcatioers
Logot of Grantv.gov
] bore B et

Verify that the application downloaded roperl?/ to your computer and then
click the Acknowledge Completion of Download button. This will complete
the download process and return you to the Retrieve Submitted
Applications screen where the application will no longer appear.

If you need to "re-retrieve" an application, simply click the View Applications
link on the left of the screen.

This will take you to the View Applications screen where all applications
submitted to your agency will be listed.

B et stagy e e ogn e v B
y Tuboeisl Mesouces S Search For Goadors Peivacy About s WL
~ B B 8
- et Find Cansome
> arants.cov ) ) =
e Mame » Far Cramtarn » View Apphcations A
et bt
s
View Applications
Templates
DateTime Agency
by e Received Tracking #
700 11578 oRmTongnie  TTONIIBEET g oyageecy 123456
Assagn Apency Trackug
Huamber 05 123458 omonip  ASRREIR0T pree——
M Sowcx Dners o 123438 omamoosontsy  THASDIIEIE gy by kgency
o708 (FEcT] RANTOIO00T 17-Jul-03 077812 » TAGOT 0%
View Applcations. A
M3 128112
Lonpoull of G 41058 123854 GRANTOI0007S T Rectinnd TRIATATALENATE
o rasese RaOmooor 1002 020636 Er—
aTos 123654 omwmomonryy ARG v Tending
0% 124 v ™ ]
705 123 GRANTOO00T1E “”‘"‘“:.’."”"’ Eprw Endng
avnps ameses amsamnnnansen  Ofhug03 093708 ATl
F 3 ] B rnra

Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.

Click the Download Applications button to download the applications.
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This will begin the retrieval process.

2 Grants.gov - Grantsds - Microsat bntermet Explorer provided by The Edcemm Gioup

Fle [ Vew Fooes Tods heb

e e ]

r

L
[

[« LU R B

GRANTS.GOV"

Tihorisl Mesowrces SHeSearch For Goanlors Priscy About s SILE

Gt
Started.

R A =

ame » Far Crantsrs » Retrieve Submitied Appleasions

# | Opportunity # | Grants.gov &

Retrieve Submitted Applications

Program Name

18A0p 43 032534
L]

To return to the previous screen without downloading the applications, click

the Back button.
OR

To download the listed applications, click the Download Applications button.

This will open the File Download screen and you will be prompted to save the

application to your computer.

| File Download §|

3

Some files can harm vour computer. [F the file information below
look:s suzpicious, or pou do not fully trust the source, do not open or
zave thiz file.

File name: TAGZ0030307 175445, 2ip

File type:  WinZip File

Frarm; eqgrantsdb.row.com

YWould vou like to open the file or zave it to your computer?

[ Open ] [ Save | [ Cancel ] [ Mare Infa

Always azk before opening thiz bppe of file

Click the Save button.

This will open the Save As window.
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Save As
Save jn: |L'j‘.\ibm v‘ 3 ¥ B G-
Y [ call center @TAGZDDSDSDEIS%ZS.ZD
[ :) (=) cantent B TAG20030806193224. 2ip
My Recent @Grantee IDEAS update routine @TAGZDDSDSD?ISSSID.ZD
Documents @Grantor IDEAS update routine @TAGZDDSDSD?I?S%S.ZD
7 L) Grantks_edromm_com_backup
|_ I graphics
Desktop (Dlogs
RSP
: L) screenshots
"/' () trairing
karound
My Documents Dworkaroun
=) workplans

@ TAGZ003058061 2409, zip
@ TAGZO030702180133.2ip
@ TAGZO0308061 20627 . 2ip

My Computer
‘g File name: Tu hd | [ Save ]
by Metwork, Save as bype: ‘W’inZip File - | [ Cancel ]

Select the location where you want to save the application and click the Save

button.

This will return you to the Retrieve Submitted Applications screen where the
Acknowledge Completion of Download button will be active.

2 Grants. gov

Fle [dk Vew Fovorbes Toos Heb
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Started.

ame » Far Cramtsrs  fetsieve Submitizd Appleasens

Welcome,
..... -
i Retrieve Submitted Applicati
rieve submitie pplications
1 PR [Beck | [ Doweloed Apphcatons | Ackninbedie Compleben o Ciwnioad
Rsirieve Schetied CFDA & | Opportunity & | Grants.gov & Program Name
aTes0 123456 15Aug 83012524
Assagn Apency Tracking L]
Faiber
Manags Agsncy Users
Maiiage Agrocies
View Apphcatiors
Logout of Gramtngow
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Verify that the application downloaded properl
click the Acknowledge Completion of Down

GRANTS.GOV

our computer and then

Yto
oad button.
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Assigning Tracking Numbers

Assigning agency tracking numbers allows you to assign a unique number to a
%ubmllcf[ted_ application that your agency can use internally for application
identification.

Before you can assign a tracking number, you will need to retrieve the
submitted applications. This procedure can be found in the “Retrieving
Submitted Applications” topic.

To view the submitted apE_Iications which need a tracking number assigned,
click Assign Agency Tracking Number on the left of the screen.

This will open the Assign Agency Tracking Number screen.

D Grants gov - Grantars - Microsaft bternet Explorer pravided by The Edconm Giosp

Fle [ Vew Fooes Tods heb

Qe x| Z] 0 st s @ ed &) (- v §
B et sty o e v B
’ Tidmial Resousrces e Search For Goandors Pobvacy Aboudlls HILE
'--h-h- GRANTS.GOV™ Gat rmo-!%\ v ot
o Started. Opportunities Sppart
T Mame = Far Cramtars » Avsign Agency Tracking Humiser B
ottt
i Assi Tracking Numb
ssign Agency Tracking Number
Mariage Applcation Packsge [
Terrplatey
Retrieve Sutentited -
Roical i 123488 GRANTOOO0SI0E Dfugtd 06 330 PM
Assign Apency Tracking areso 173088 GRANTE000D 68 18-Aug 03 022524 P
M AT 123654 ORANTIO000111 O7-hug-03 111002 AN
Manage Agsacy Ussrs AT 50 173654 GRANTRO0I 1T OT-Aug03 055745 P
Mamags Agwncis aresn 173654 GEANTI000311E DA B D115 18P
Vi Awications arms0 173884 CRANTEO000118 OAup-03 011 37 08 Py
Ligpoud ol Crhe gt AT 123654 ORANTOOODUIZ0  Od-Aus-0d 01 SZ16PM
ar 50 133654 GRANTO0000RS Bk 03 010535 P
050 ] GRANTDO00065 03 05180 M
AT BETSI0N GRANTOO0000TY 20000 01 3806 P
AT 850 RETSI0N GERANTOO0000G 0000 017575 P
AT 50 STEMIN GRANTRO000064 U031 BT P
L1} P et

This screen displays a list of the submitted applications which have not been
assigned an agency tracking number.

To assign a tracking number to an application, simply enter a number in the
Agency Tracking # field of that application’s row.

Click the Appl?f| button. The application will no longer appear on the list. You

can view the change by clicking the View Applications link on the left of the
screen.
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Managing Agency Users
This section of the site enables you to modify and delete agency users as well
as reassign agency user roles.

To create a new user, use the “Sign Up Now” procedure in the
“Logging In and Out” topic.

; Grants.gov - Grantors - Microsoft Internet Explorer ;Iilll
) A 3 L c 3 25 e

O Back = "> B d |§| ."l s Search ‘:;,\{’ Favorites 6‘4 Tt = ﬁ “‘i th

Address I@] https: {fatapply. grants. goviAgencyLoginServiet j 5o

File Edit WView Favarites Toals  Help
|westcitetink CL | FI 3% KC

’ For Applicants About Grants.gov Resources For Agencies
-
h!..___—' GRANTS.GOV® Contact Us SiteMap Help Home
Profie = ~
—I Home = For dgencies = Manage Agency Users =

Set Agency Level
Create Agency

MANAGE AGENCY USERS
Modify Agency

| Reassign Foles | Modify User | Delete User | Refresh |
Published Opportunities - —
Organization Users

Applicant Report Aaron Calling
Organization Report Anisa Bridges
Set Closing Date Limits n Datren West
Manage Opportunities n dave Whelan
Assign Agency Tracking n Grants GavAdmin

Humber

This screen displays the users currently registered with the agency or
agencies that you represent.

To reassign user roles, select the user that you want to modify by clicking in
the checkbox in the user’s row and then click the Reassign Roles button.

To modify an existing user’s profile, select the user that you want to modify by
(t:)hcklng in the checkbox in the user’s row and then click the Modify User
utton.

To delete an existing user, select the user that you want to delete by clicking in
the checkbox in the user’s row and then click the Delete User button.
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Reassigning Roles

To reassign user roles, click the Manage Agency Users link on the left of your
screen.

This will take you to the Manage Agency Users screen.

3 Grants.go¥ - Grantors - Microsoft Internet Explorer - ﬂlﬂ
A 3 e a5 e

Gﬁack - O - Iﬂ |EL| N ‘ ) search 5 Favortes {£7) N a3 i

Address Iij https:fatapply, arants,goviagencyLogingervist j Go

File Edit View Favorites Tools  Help
JWastCiteLink CL | FI w KC

/)

For Applicants About Grants.gov Resources For Agencies

LE:- i GRANTS.GOV® Contact Us SiteMap Help Home

Hrotile — “

_I Home = For Agencies = Manage Agency Users —
Set Agency Level
Create A Jency

MANAGE AGENCY USERS
Modity Asen | Reassign Roles | hodify User | Delete User | Refresh |
el [Organzatonusers ]
0rgan|zat|on Users

Applicant Report Aaron Collins

Organization Report
Set Closing Date Limits

Anisa Bridges

Darren VWest

Manane Opportunities dave ¥helan

Assign Agency Tracking
Number

Grants Gavadmin

Jack Johnson
Manage Application
Package Templates

i uu

James \W. Rogers

This screen displays the users currently registered with the agency or
agencies that you represent.

Select the user you want to modify by clicking in the checkbox in the first
column of that user’s row.
Click the Reassign Roles button above the listed users.

This will take you to the Reassign User Roles screen.
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File Edit Wiew Favorites Tools  Help
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2l @ e ; =
QBack - d Igl ol | - search ¢ Favorites {4

’ For Applicants About Grants.gov Resources For Agencies
h__ -
L.E-’ GRANTS.GOV® Contact Us  SiteMap Help Home

Protile :I

Home > For Agencies = Manage dgency Users = Reassign User Raoles
Set Agency | evel
Create Agency

REASSIGN USER ROLES
Modify Agency

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits Remaining Roles: Current Roles:

User Mame: James W. Rogers
User ID jrogers

Mo remaining Roles

Manage Opportunities

Assign Agency Tracking
Humber

Manage Application
Packaie Templates
Manage Agency Users

View All Submitted
Applications

[ 1 have verified the identity of this user and their authority to be assigned the abaove roles. I understand that users
Applicant Audit Report assigned the Agency Grant Retriever and Wiew Applications roles will have the ahility to access proprietary information in

_ grant applications, and that users assigned the Manage agencies role will have the ability to assign roles to other users on
Get ersion my behalf. I will periodically review the list of users in my agency and revoke these roles when they are no longer needed.
Retrieve Submitted

Applications Continue | Cancel Reassign
"

Logout of Grants.qov
s

=)
—

The Current Roles table lists the roles which are currently assigned to the
user.

To add a role to the user, select the role that you want to assign to the user in
the Remaining Roles table by clicking it. Then click the double arrow pointing
to the left <<. The role will move from the Remaining Roles table to the
Current Roles table.

To remove a role from the Current Roles table, select the role by clicking it
and then click the double arrow pointing to the right >>. The role will move
from the Current Roles table to the Remaining Roles table.

If you do not want to save the changes to the user roles, click the Cancel
Reassign button at the bottom of the screen. You will be returned to the
Manage Agency Users screen and the changes will not be saved.

OR

If you want to save the changes to the user roles, click the Continue button at
the bottom of the screen. You will be returned to the Manage Agency Users
screen and the changes will be saved.
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Role Definitions

The Manage Packages role allows a user to publish application
packages.

The Agency Grant Retriever role allows a user to retrieve applications
that were submitted to your agency.

The Agency Tracking Number Assigner role allows a user to assign
tracking numbers to submitted applications.

The Agency Template Creator role allows a user to manage
application package templates.

The Manage Agencies role allows a user to manage agencies.

The View Applications role allows a user to view the applications
submitted to your agency.

The Manage Synopses role allows a user to set-up grant synopses
within your agency’s grant opportunities.

The Agency Report Viewer allows a user to view applicant and
organization reports regarding their registration statuses.
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Modifying User Profiles

To modify an existing agency user profile, click the Manage Agency Users
link on the left of your screen.

This will take you to the Manage Agency Users screen.
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For Applicants About Grants.gov Resources For Agencies

[ —
.__h._—v GRANTS.GOWV® Contact Us  SiteMap Help Home
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Create Agency

MANAGE AGENCY USERS
Modify Ayency

= = | Reassign Roles | Modify User | Delete User | Refresh |
Organization Users

Applicant Report saron Collins

Organization Report

Set Closing Date Limits
Manage Opportunities
Assigh Agency Tracking

Anisa Bridges
Datren West
dave Whelan

Grants GowAdmin

Number Jack Johnson
Manage Application
Manage Application o James W. Rogers

Package Templates

This screen displays the users currently registered with the agency or
agencies that you represent.

Select the user profile that you want to modify by clicking in the checkbox in
the first column of that user’s row.

Note — if you make revisions to a user's profile, you will need to re-enter
a password for the user.

Click the Modify User button above the listed users.
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This will take you to the Agency User Profile screen.
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R N MODIFY AGENCY USER PROFILE
Profile

Set Agency Level User Info:

Create Agency First: [latie Last: [renat

Modify Auency Tel: 202-205-1154 Email: |kal|e root@hhs.gov
Published Opportunities Title: |pMO

Applicant Report User ID: katie Password:

Organization Report Agency enroliment code: |GramsGDvAdmm

Set Closing Date Limits

Manage Opportunities Suhmitl Cancel |

Assign Agency Tracking
Humber

Make any necessary revisions.

If you do not want to save the changes you made to the user profile, click the
Cancel button at the bottom of the screen. You will be returned to the Manage
Agency Users screen and the changes will not be saved.

OR

If you want to save the changes you made to the user profile, click the Submit
button at the bottom of the screen.

Note — if you make revisions to a user's profile, you will need to re-enter
a password for the user.

You will be returned to the Manage Agency Users screen and the changes
will be saved.
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Deleting Users

To delete an existing agency user profile, click the Manage Agency Users
link on the left of your screen.

This will take you to the Manage Agency Users screen.
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This screen lists the users currently registered for your agency.

Select the user profile that you want to delete by clicking in the check box in
the first column of that user’s row.

Click the Delete User button above the listed users.

This will take you to the Delete User Confirmation screen.
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Are you sure vou want to delete the following users?

GRANTS.GOV 74 of 88



GRANTOR USER GUIDE

Click the Delete button to permanently remove the listed user.
OR

Click the Cancel button to return to the previous screen without deleting the
listed user.
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Managing Agencies

This section of the site enables you to create and modify_agencP/ profiles,
manage users registered with your agency or sub-agencies, delete agencies
and set agency levels.
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katie root Home = For Agencies > Create Agency = Agency Profile I—
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Profile
Set Agency Level
Create Agency Agency Information:
Modify Agen Agency Level: GrantsGovAdmin
Published Opportunities Agency Name: I
Applicant Report Agency Code: |
Organization Report CFDA Prefix:

This screen displays the registered agencies that you represent.

IT_o modify your agency profile, click the Modify My Agency button above the
Ist.

To create an agency, click the Create Agency button above the list.

To modify an existing sub-agency, select the sub-agency that you want to
modify by clicking in the checkbox in the sub-agency’s row and then click the
Modify Sub-Agency button above the list.

To delete an existing agency, select the agency that you want to delete by
clicking in the checkbox in the agency’s row and then click the Delete Agency
button above the list.

To set your agency level, click the Set Agency Level button above the list.

To modify the users of an existing agency, select the a%ency for which you
want to modify its users by clicking in the checkbox in the agency’s row and
then click the Manage Users button above the list. This will take you to the
Manage Agency Users screen where you can reassign user roles and modify
user profiles as well as delete users. For more detailed information about
these procedures, refer to the “Reassigning Roles”, “Modifying User Profiles”
and "Delete Users" topics.
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AGENCY TIERS

The Grants.gov tiers are linear in that the Tier 1 agency is referred to as the

“parent agency”. Tiers 2-6 are “sub-agencies” within the “parent agency”.

SAMPLE AGENCY
STRUCTURE

TIER 1

IER
TIER 3
=D
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The above graphic is a sample of how the agency and sub-agency
structure might look. You may have numerous sub-agencies registered
with the parent agency.

How Agency Enrollment Codes Work

When you sign up as a new user, you are required to enter an Agency
Enroliment Code. This code designates to which agency you are assigned.
The Agency Enrollment Code is created from the Agency Code entered when
creating an agency. The code combines the Agency Codes of your agency
and those of your “parent” agencies, separating them by hyphens.

For example, if Tier 1's agency code is T1, Tier 2's agency code is T2, Tier 3's
agency code is T3 and so on, and you wanted to register with the Tier 3 “sub-
agency,” your Agency Enroliment Code would be T1-T2-T3

What You Can See When You Login

When you login to the “For Grantors” section of the site, you are logging into a
specific agency in a specific tier.

You will be able to view the following (depending on your assigned roles):

e The application packages created by the current agency you are logged into
e The application package templates created by the current agency you are logged into

e The applications packages which your agency created that have been downloaded,
completed and submitted by grant applicants. You will be able to retrieve and assign
agency tracking numbers to these applications.

e The users registered with your agency and the agencies which are one tier below your
agency.*

*To view the users of the agencies registered one tier below your agency, you will need to first
select the agency from the Manage Agencies screen and then click the Manage Users button.
These users will not appear on the Manage Agency Users screen if you simply click the link on
the left of your screen.

e The agencies which are registered one tier directly below your agency.

For example, a user registered with a Tier 2 Agency, will be able to see:

e All the application packages and package templates that his/her Tier 2 Agency created

e All the applications packages that his/her Tier 2 Agency created which have been
downloaded, completed and submitted by grant applicants

e The users registered with his/her Tier 2 Agency
e The users registered with the Tier 3 agencies that are directly below his/her Tier 2 Agency.

e The Tier 3 agencies that are registered directly below his/her Tier 2 Agency.
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Creating Agencies

To create a new agency, click the Create Agency link on the left of your
screen.

This will take you to the Agency Profile screen.

L ”
= GRANTS.GOV" Gt oG Apcay o

ame » Far Cramtars » Mimsge Apencies » Apeney Profile

Agency Profile

Templates Agency Infarmation

Restrieve Subenitied Agency Name:

Agency Code:

CHOA Prafi :

Manags Agency Users Agency Foint of Contact Information:
Name:

Addraes Ling 1

Logout of Graingor Address Line 2:

State:

Enter the agency’s name in the A%ency Name field. You only need to enter
the name for the specific agency that you are registering.

Enter a code for the agency in the Agency Code field. This is typically the
agency’s acronym and should be unique.

Enter the agency’s CFDA prefix in the CFDA Prefix field.
Enter a point of contact name for the agency in the Name field.

Fnlher the street address at which the agency contact works in the Address
ield.

Enter the city in which the agency contact works in the City field.

Enter the state in which the agency contact works in the State field.

Enter the zip code in which the agency contact works in the Zip Code field.
Enter the business phone number for the agency contact in the Tel field.
Enter the business email address for the agency contact in the Email field.

You do NOT need to enter anything in the Agency Enrollment Code field.
The system will automatically generate this code. This code will be required

when signing up new users for the agency.

Select the format for which applications will be able to be downloaded by
clicking the arrow next to the Application Download Format drop down box.

Select the e-mail notification to the agency’s super-user by clicking the arrow
next to the E-Mail Notification to Super-User drop down box.
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If you do not want to save the new agency, click the Cancel button. You will
be returned to the Manage Agencies screen where the new agency will not
appear.

OR

If you want to save the new agency, click the Submit button. You will be
returned to the Manage Agencies screen where the new agency will be listed.
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Modifying Agencies
Modify Your Agency Profile

To modify your agency profile, click the Manage Agencies link on the left of

your screen.

This will take you to the Manage Agencies screen.
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This screen displays the registered agencies that you represent.

Click the Modify My Agency button above the listed agencies.

This will takedyou to the Agency Profile screen for the agency with which you

are registered.
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Make any necessary revisions.
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If you do not want to save the changes you made to your agency profile, click
the Cancel button at the bottom of the screen. You will be returned to the
Manage Agencies screen and the changes will not be saved.

OR

If you want to save the changes you made to your agency profile, click the
Submit button at the bottom of the screen to save the changes. You will be
returned to the Manage Agencies screen and the changes will be saved.

Modify a Sub-Agency Profile

To modify a sub-agency that is registered for your agency, click the Manage
Agencies link on the left of your screen.

This will take you to the Manage Agencies screen.
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This screen displays the registered agencies that you represent.

Select the sub-agency profile that you want to modify by clicking in the
checkbox in the first column of that sub-agency’s row.

Click the Modify Agency button above the listed agencies.

This will take you to the Agency Profile screen.
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Make any necessary revisions.

If you do not want to save the changes you made to the sub-agency profile,
click the Cancel button at the bottom of the screen. You will be returned to the
Manage Agency Users screen and the changes will not be saved.

OR

If you want to save the changes you made to the sub-agency profile, click the
Submit button at the bottom of the screen to save the changes. You will be
returned to the Manage Agency Users screen and the changes will be saved.
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Set Agency Levels

To set a new agency level, click the Set Agency Level link on the left of your
screen.

This will take you to the Set Agency Level screen.
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This screen displays the registered agencies that you represent.

Select the agency level you wish to be set to and then select the “Set Agency
Level” button.
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You will now be in the level that you selected. Reference your name in the left-
hand side of the screen. It should now say your name with the level you are
currently in underneath your name.
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Deleting Agencies

To delete an agency, click the Manage Agencies link on the left of your

screen.

This will take you to the Manage Agencies screen.
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This screen displays the registered agencies that you represent.

Select the agency profile(s) that you want to delete by clicking in the checkbox
in the first column of that agency’s row. You can select more than one agency

to delete at a time.

To select all of the agencies, click the Check All link at the bottom of
the agency list. To de-select all of the agencies, click the Clear All link
at the bottom of the agency list.

Click the Delete Agency button above the listed agencies.

This will take you to the Delete Agency Confirmation screen.
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Click the Cancel button to return to the previous screen without deleting the
listed agencies.

OR

Click the Delete button to permanently remove the listed agencies. You will be
returned to the Manage Agencies screen where you will need to click the
Refresh button to update the Manage Agencies screen so that the agencies
you deleted no longer appear.
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Viewing Applications

To view the applications submitted to the agency or agencies that you represent,
click the View All Applications link on the left of your screen.

This will take you to the View All Applications screen.
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You can also re-retrieve submitted applications from this screen. For more
information, refer to the "Retrieving Submitted Applications" topic.
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